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PREFACE. 


1'. The Tiavancore P. W. D. Account Code, of which the present 
edition is the first under this title, describes the accounts which should 
be maintained in respect of Public Works transactions, the principles 
on, wluch they are based and the procedure to be adopted for their 
maintenance. The rules in this Code supersede the rules relating to 
account matters in th-e Travancore Public Works Code published in 
1912. 

2. , The Travancore P. W. D. Account Code contains the rules which 
are special to the Public Works Department. It does not reproduce 
account rules which are applicable to the Public Works Department 
in common with other departments. In all matters in which no 
special rules exist in this Code, the general rules in the Travancore 
Financial and Account Code will apply. 

3. For the sake of comenience the Code has been printed in two 
volumes, Volume I embodying the rules and Volume II containing the 
appendices and forms. The Public Works Department Code defining 
the scope of the administrative and executive functions of the Depart- 
ment is under compilation and will be published shortly. Till that 
Code is published, the rules contained in the Travancore Public Works 
Code and those issned through Government Orders relating to admini- 
strative matters with the exception of those which are in conflict with 
or superseded by the rules in the Travancore P. W. D. Account Code 
will continue to be in force. 

4. Any errors or omissions which are noticed in this Code may 
bo comtnunicated to the Chief Engineer who will address Government 
in the Finance Department with a view to their rectification. 


Hnzur Catcherry, 
Trivandrum, 

29th November 1942. , 


A. LAKSfiMlNABASAllA AVtAB, 
Mmimal Semfary to Government. 
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TRAVANCORie 

PUBLIC WORKS ACCOUNT CODE 

CHAPTEK I. 

A. ExTKNT OB' APPLICATION. 

Tlio rules contained in this Code describe primarily tlie 
procedixro rolatiufjf to the initial and compiled accounts o£ officers of 
the Public Works De]>artiueut. They are supplementary to the 
fTcneral rules in the Financial «nd Account Code which are appli' 
cable to that department unless there be something repugnant in 
the subject or context, or except to the extent that they are modified 
by the rules in this Code. 

B. Definitions. 

2 . Unless there be something repugnant in the subject or con- 
text., the terms defined in this chapter are used in this Code in the 
sense hereinafter explained. 

3. Administrative Approval. The term denotes the formal 
acceptance, by the Administrative Department concerned, of the 
proposals for incurring any (ixpenditure in the P. W. D. on a work 
initiated by, or connected with the requirements of such Admini- 
strative Department. It is, in effect, an order to the P. W. D. to 
ex('(!nt(i ctaTain specified works at a stated sum to meet the admiiii- 
Hlrativc needs of the, d(‘,))artment rocniiring the work. See also 
paragraph 65 of this Code and p!iragraj)h 196 of the Travancore 
Public. Works Oepartnumt Code. 

4. Appropriation. Si^e paragraph 93. 

5. Hook Transfer. This term is applied to the process whereby 
{hiiuicial l.ransactions which do not involve the giving or receiving 
of cash, or of stock materials, anj brought to account. They usually 
l•^■pl•c„-t!Tlt liabilities and assets of Government brought to account 
either by way of siittlemont or otherwise ; but they may also re- 
pi‘('S(;n1 corrections and amendments made in cash, stock, o,r book 
transfer trausactious previously taken to account, 

6. onvnrrrlul Department. Sec Appendix 15 Travuncoro 
Financial jiml Ac(;(nmt Code, Part II. 

7. , A/iandi'ned. A work is said to be abandoned when, after 
it was etarted, is given up before completion. The term *aban- 
doue<i works’ does not include coinplctod works, 

U. P.T. m. 
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8. Contingencies (works). When used in respect of the ucoonnts 
of works, the term 'contingencies’ indicates the incidental (‘.xphnsos 
of n miscellaneous character which cannot appropriately be classified 
under any distinct sub-head or sub-work, but yet pertain to the 
work as a whole. 

9. Contract and Contractor. The term contract, as used in tins 
Code, means any kind of undertaking, written or verbal, (*-\press or 
implied, by a person, not being a Government servant, or by a 
syndicate or firm, for the construction, maint(!nanc(i or repair of otu! • 
or more works, for tbo supply of materials or for tlu! performance 
of any service in connection with the execution of works or the 

upply of materials. The term contractor moans a person, syndi- 
cate or firm that has made such an uii'ierlaking ; but often its use is 
restricted to contractors for the execution of works or for services 
in connection therewith. 

10 . Department. This term when qualified by the prefix *the’ 
is used to indicate the Public Works Department. 

11 . Deposit Works. This term is applied to works of consl ruc- 
tion or repair the cost of which is met, not out of Government funds, 
but out of funds from nou' Government sources, which may either 
be deposited in cash or otherwise placed at the disposal of the Divi- 
sional Officer. Works executed for Municipaliucs and other public 
bodies fall under this category when the cost is chargeable either to 
cash deposits made for the purpose, or to their credit balances at 
treasuries. 

12 . Detailed head. Sea paragraph 66. 

13 . Direct charges and direct outlay^ Those (sxpvos.sioiH aw 
distinguished from indirect clxarges and indirect outlay (vide para 
graph below) are applied to those charges pertaining to a work 
project or job, which are directly incurred for its execution and jme 
included in the regular accounts of it. 

14 . Direction Office. This terra indicates the office of an ad- 
ministrative officer who has one or more Divisional Officers working 
under his orders and is not himself entrusted with the execution ot 
works or with the receipts and disbursements of public money, e. g, 
the Chief Engineer ; but if such an officer is also entrusted at any 
time with the receipt and disbursement of public money, [le is 
treated as a Divisional Officer, even though some parhof his embla- 
ments may be treated as direction charges. 
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15-*' Direction Officer. The head o£ a direction office is known 
by thiH designation, e. g, The Chief Engineer. 

note The Oluof .Engineer is not a direction officer unleBs the direction of 
the bueineSH of one or more divisions is entrusted to him. ' Thus a 
Chief Engineer employed on apeoial duty is not a direotiori officer- 

16* Direct reoeipis^ These receipts as distinguished from 
indirect receipts {vide paragraph 23) relate to items of revenue 
receipts which are realised in connection with a work or project 
•either by officers of the P. W. D. or other departments and are 
directly brought to account as appertaining to the work or project. 

17. Division and Divisional Office, Throughout this Code, 
these terms are used to denote respectively the executive charge 
hold by a Divisional Officer (paragraph 18 below) and the head- 
office of such a charge. 

18. Divisional Officer. In this Code the term is applied to an 
Executive Officer of the P. W, D. who is not subordinate to 
auothtn' executive.* or disbursing officer of the department. 

Disbursing officers of other departments, if they spend Public 
Works funds and are required to render their accounts direct to the 
Audit. Office, are also referred to as Divisional Officers in this 
Code. 

19- Final Payment means the last payment on a running 
account made to a contractor on the completion or determination of 
his contract and in full settlement of the account. 

20- (rrant. See paragraph 90. 

21. ./ nclnsiw rate of cost means the rate of cost of the entire 

work relating to a sub-houd including the cost of materials if re- 
corded sv [tan iely in accounts. 

22 Indirect charges and indirect outlay. These expressions 
are applied to those charges and cin>ital outlay respectively which 
)>erUiin or are incidental to a work, project, workshop job or raanu- 
hicfuro job but which are not incurred directly and solely in con- 
iHsction fhco-wi'Ii and thus cannot bo directly taken into such 
detailed aiuJouiits of it as are incorporatccl in the regular accounts 
of the 1 ‘Xpendilnn^ of the Departineut, 

23. Imdirect arti i\!ce:j>t.s which pertain or are incidenta 

to a uchenui or work but cannot be directly taken into such detailed 
account of it .an are iucorporalcd in the regular accounts of the 
receiptB of the department. 
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24. Intermediate payment is a terra a])plie<l. to u 
ment of any kind on a running accounl', not being the final pay- 
ment. It also means an ‘on account payment’ oilier than the final 
payment on a running account. 

25 Issue rate. This term denotes the cost per unit fixed, in 
respect of an article borne on the stocks of the department, at a 
valuation for the purpose of calculating the amount creditiible to 
the sub-head concerned (*• e. the sub-head under which the article 
is classified ) of the stock account by charge to tint account or 
service concerned when any quantity of that article is isKiied from 
stock. 

26 Labour. When a separata "materials account” in kept for 
one or more snb.heads of an estimate and the (erm ‘labour’ is uml 
in connection with such fiu account, it denotes all charges jMirtaining 
to each of these sub-heads other than (i) the cost of materials 
issued direct and (ii) carriage and incidental charges in connection 
with the materials. 

27. Liabilities. When used in respect of accounlH of works, 
this term includes all anticipated charges which are adjustable as 
final charges but have not been paid or adjasted regardless of 
whether or not they have fallen due for payment; or adjustment or 
having fallen due, have or have not been placed to the credit of the 
persons concerned in a suspense head subordinate to the accounts of 
the Work concerned. 

28. Major Estimate. It is a term applied to the estimate for a 
Work when the sanctioned amount of the work cxpemliture, exceeds 
Us. 2,000. This term is also applied for the sake of convenience 
to the work itself, 

29- Major Head. See paragraph 66. 

30. Market rate. The term is used in respect of an article Imruo 
on the stock account of a division and indicates the cost per unit 
at which the article, or an article of similar description can be 
procured at a given time at the Stores Go-down from the uetirest 
public market for obtaining the supply. 

31. Minor Estimate is a terra applied to the estimate for a 
work, when the sanctioned amount of the works expenditure does 
not exceed Ks. 2,000. This term is also applied for the sake of 
convenience to the work itself. 

■NOTE. Petty works are those wMoh oost Rs. 500 or less »t«l aro rtsfertoil to 
as such ia this and the Department Code. 

32. Minor Head. See paragraph 66. 

33. Non^voted, See paragraph 69. 
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3^- On-account jiayment or payment on account a, payment 
ou li running account, to a contractor in respect o£ work done or 
supplies made by him and duly measured. Such a payment may 
or may not be for the full value of the works or supplies ; if it is 
an intermediate payment, it is subject to the final settlement of the 
running account on the completion of the contract for the work or 
supplies, 

35- Operation. Used in respect of the accounts of the manu* 
faoture and workshop transaction, this term indicates the charges 
incurred on the manufacture operations connected with specific 
jobs. 

36- Out-turn. Used in respect of the accounts of manufacture 
and workshop transactions, 'this term denotes the value of the 
fiiushed products (or of the work done, in cases in which the 
articles wrought are not supplied departmentally) of manufacture 
opex’atious connected with specific jobs. 

37. Primary Unit of Appropriation. See paragraph 90. 

38* Progress means the up-to-date quantities of work done or 
supplies made. 

39. Quantity. In the, accounts of works, this expression is used 
to describe the extent of work done, supplies made or services ren- 
dered when those can be measured, weighed or counted. 

40. Mate. In esl.ira:il.cs of cost, contracts, contractors’ bills and 
voutdicrs generally, rate means the consideration allowed for each 
unil. of work, supply or other service. Except in the case of lump 
HUin contracts, every bill or other demand for payment should, as 
far as possible, set forth the unit rate at which payment is to be 
made. 

41. Bate of cost means generally the total cost of a' work 
or supply divided by its <{uantit,y. In the accounts, it re- 
presents the recorded cost per unit, as arrived at by dividing the 
up-to-date final charge on a sub-head by the up-to-date progress 
thereof. 

42. Re-appropriation means the transfer of funds from one unit 
of appropriation to another such unit. 

43. Recoverable payment means a payment to or on behalf of a 
contractor which does not represent value creditable or payable to 
him. for work done or supplies made by him and has therefore to 
be mtde goodko G-overnment by an equivalent cash recovery or 
short payment of dues. 
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44. Running account. It is a term applied to the acwmnf with 
a contractor when payment for work or supplies is to him iit 

convenient intervals subject to final settlement of aecomit on (he 
completion or determination of his contract. 

45* Secondary Unit of appropriaiiojt. S<'e paraf'niph J)0. 


46- Section Officer, This designation is used in this Code to 
describe those officials, usually non gazetted subordinates, who are 
placed in responsible executive charge of a portion of a work, of a 
single large work, of a number of works or of n territorial jnris ilc- 
tion under the orders of an officer in charge of a lertignisi'd sub- 
division and the accounts of whose transactions arc, (hiiraforc, ulti- 
mately incorporated in those of the sul)»division 

47- Secured Advance is a term ajjplied specifically (o an 
advance made, ou the security of materials' brought to site of works, 
to a contractor whose contract is for the conijih'tcd items of work. 
See paragraph 288 of this Code. 

48. Special Office means the office of a Spticial Officer. 

49 Special Officer (or specialist officer). The term is applied 
in this Code to such officers of the departmyut as are neither Divi- 
sional Officers nor officers subordinate to a Divisional Officer. 

# 

50. Sub-Divisional Officer. This designation is :ip])llc(l primari- 
ly to an officer, whether a gazetted officer or not, who holds the 
^arge of a recognised sub-divisiou in subordination to a Diviaional 
Officer, but when the immediate executive ehurgo of any works or 
stores has not been constituted into a regular Hub-divisionul ehurge 
but is held by the Divisional Officc.r himself, the latter is also 
tr^ted as the sub-divisional officer in respect of such charge. When 

a Divisional Officer holds the immediate charge of a iwaxniiKed 

addition to his own duties as the oxticutive liead of 
the division, he is treated as the Sab-divisional officer in respect of 
the oharge of the sub-division. 


51 . Sub-Sead. In the accounts of works and in workim»' 
estimates, this terra is used to describe the sub-divi.rions into which 
a- ^ work (or of its sub-works if it is a large work) is 

divided for purposes of financial control and statistical convenience, 
ihe several descriptions of works that have lobe executed in the 
course of construction or maintenance of a work or sub-work' (e q 

excavation, brick- work, concrete, wood-work, etc.) are dsually (, rented 
as the sub-heads of It. j' m-Hua 
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52; Suh-Work. In the case of a large work consisting of seve* 
r il b’uildingH or smaller works, or groups tliereof, the term sub-work 
is often applied to a distinct unit of the same if that unit is suffici- 
ently large or important to bo kept distinct for the purposes of 
accounts ; for example the outer wall, the solitary cells, the cook 
hovisort, the jailor’s quarters, etc., in the case of a large central jail. 

In the case of Irrigation, ISTavigation, Embankment, Drainage 
and Water-Supply projects, the head works, main line, each branch 
of a canal, each group of distributaries relating to each branch 
S(!}>'u-:Ui'ly, the drainage and protective works, the water course 
scheme and special tools and plant, all form soparato sub-works. 

53. Supervision charges^ This term is ordinarily applied to 
the charges which are levied, in addition to book value and storage 
charges, in respect of stock materials sold or transferred and are in- 
tended to cover such items of the expenditure incurred on the stores 
as do not enter their book value. 

54- Suspense accounts. This term is applied primarily to 
certain heads of account falling under the minor head ‘suspense’ of 
a major head of expenditure, which are reserved for the temporary 
passage of such transactions as must at once be taken to the account 
of the sanction or grant concerned but cannot be cleared finally 
cither because the relevant payment, recovery or adjustment is 
awaited, or because it is necessary to keep an effective watch over 
the values of any stock materials until their final disposal, The 
(', barges under a suspense account are taken in enhancement of the 
tihargcs under the major head of expenditure concerned and the 
receipis in ireducrion thereof. For suspense accounts within the 
accounts of works see paragraph 329. 

55. Technical Sanction, This name is given to the order of 
comiKitent authority sanctioning a properly detailed estimate of the 
cost of a work of construction or repair proposed to be carried out 
in the P. W. D. Ordinarily, such sanction can only be accorded 
by G'>v<n-iim(‘nt or by such authorities of the department to whom 
the power has been delegated by Government. Sanction accorded 
by any other department of Government is regarded merely as an 
administrative approval of the work {vide paragraph 3.) 

56. Unit ot appropriation. para 90.) 

57. ^oted, See paragraph 69. 

58. Work., The term ‘work’ when by itself, is used in a com- 
prehensive sense and applies not only to works of construction or 
repair but also to other individual objects of expenditure connected 
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with the supply, repair and carriage of tools and plan I, (.he .sty)i»ly 
or manufacrare of other stores, or the operations of a workshop. 

59. Works Expenditure and Works Outlay^ These terms arc 
used to indicate respectively the expenditure and the capital charges 
on the special services connected with the construction, repair and 
maintenance of works. The charges falling under these ciit^igorius 
may be met when, under rule, any receipliS are taken in reduction of 
the charges— but they do not include the cost of the general servicea 
tools and plant and establishment, or any charges not taken (o fiiml 
heads of account but kept under one of the suspenst! accouni’s, 
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CHAPTER II. 

GolierAl Outlines of system of Accounts. 

A1 OtASSIPICATlON OY TbANSACTIONS. 


60 . ‘'The Public Works Department executes primarily works of 
all ’classes required Jfor all departments under the control of 
Government except such works as may be entrusted to the adminis- 
tration of the departments concerned, chapter XI II of the 

Travancore Financial and Account Coda and paragraplis 190 and 
l9dL of the Public Works Department Code.) 

The local works on behalf of the Resident, Madras States are 
also entrusted to the department. At times, non-Govemment or 
private works including the works of local bodies are also carried 
out by the department. 

NotS. Bssid^B the fjregoidg, petty services such as the manufacture oi supply of 
storoB are also undertaken by Divisional Offioeis. 


61 - The general principles and rules to be folio vVed in the classj- 
ficatibn of expenditure are detailed in pai^a 70 of the Audit Code, 

62* Transactions relating to the charges and receipts connected 
with the services pertaining to the works of the department are ad* 
justed finally in the accounts of the Divisional Officers against the 
provision of funds thereof placed at their disposal 

■ Transactions connected with the services for works of other 
departments are not adjusted finally but pass eventually out of the 
acoounts of the Divisional Officers for incorporation in the accounts 
of the departments concerned,' Transactions connected with the 
aerviecs for works on behalf of the Resident, Madras States, are also 
not adjusted finally but pass eventually to the accounts with 
British Government for recovery and adjustment- Outlay on non- 
Govm-nment works is charged against the deposits received therefor. 

(1) When a division undertakes a service on behalf of 
another divisiou, the connecte.d tnmsactions are passed on for ad- 
justment finally in the accouuta of the latter divisiou. 

(2) Operulions undertaken in the nianufaotories and work- 
shops of a diviHion on behalf of other divisions, departments, local 
bodies or Individuals are treated as ojiPrations of the division in the 
first instance, but the entire coat is ultimately Phased on for aojusu 
ment in the accounts of the diviHions, or adjusted by debit to the 
deoardncbts concerned in the Accountant General s Oftice or re- 
cover«<l from the local bodies or individuals concerned. 


CUvU «ork»n!i'ril «ad militBty building* and o-mmunibatious) Irrigation works, 
work#, EinUnk'tt'.'at work*, Waiter Supply tud Drwnage -worlfS, 
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63. In all cases the primary accounts o£ tliesc tx’anaactions 
should be kept in accordance with the rulea of this Code, 'even 
though the ultiuaxte coat of the transactions may not have to be 
bx’ought to accou'it finally in the books (jf the Divisional Officer. 

64. The performance of these sorviix's and the subsidiary pro- 
ceedings give rise to a number of other transactions with other de- 
portments etc, which havts also to be brought to account, funds 
have to be obtained from the treasuries to meet liabilities incurri'd, 
receipts realised have to be lodged in treasurie-f and at(W('H have to 
be obtained from other divisions or dct>!n''n>('!:!,s or from outsidS, 

65. The transactions of the Public Works Onicers <may thus l)c 
grouped under the h(iads indicated bcloAV : 

(1) Expenditure heads •• — for charges fnlju.stnnle fiimlly in 
the accounts of the Divisional Officers. 

(2) Revenue heads : — for revenue receipts creditable fxmiHy 
to Government in the accounts of the Division.al 
Officers. 

(3) Remittance heads : — for receipts as well as payxneiits 
for cash, stores or other values riiceived from or paid 
to oa behalf of other divisions or tlep.n-t iu'ut-'. 

(4) Debt heads', for certain recoijxts and jviynumis held 
in suspense pending clearance by payment or recovery 
(as th(3 case may be) in cash or otherwise. The 
suspense accounts for transactions of this group xire 
treated either as heads subordinate to the exp'-nditure 
heads or as independent heads of uccoaiidR as will 
be oxplriiuad in later chapters. 

66. The transactions under each of these groups are further 
sub divided for purposes of accounts- In the case of expeixditiu’o 
and revenue heads, the main unit of class! fif! itioa is known a.s the 
major head and the further divisions of it as minor haads, each of 
which has a number of subordinate heads, genei-.dly known as 
detailed heads. 

(1) For departmental purposes, Public Works officers 
usually divide a detailed head into a nurab(>r of 
‘service heads’ but for p -rposes of account the sing le 
terin, ‘detailed head’ is used for all db’isions sub- 
ordinate to a minor head. 

67. The detailed olassificutiou of the account heads jisod in 
respect of Public Works accounts is given xu Ap])endix I. 

(11 In the case of works of other dcj>arnueut^s un'lertaken 
P. W. D. as a standing arrangement, the pres- 
cribed classifi^tion applicable to the connected trans- 
actions is intimated by the Accountant General- 
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*68- Revenue is realised and placed to the credit o£ Government 
as it falls due under (he slatutory or other rules governing it but 
oxp(!mlit!ir(! can be incurred only against a grant voted by the Legis- 
lature or allotted by the Goverinnent. 

69 . All ('xpr.ncb.ui'.' of the public works department is subject 

to the vote of the L, with the e^.ceplions of the items 

enumerated below, funds for which may bo provided without 
reference to the Legislature. 

(1) which is obligatory under any law. 

f2) Works relating to 
(a) Palaces 

{b) Govrrnmeiit Housen. 

(c) Guest Houses. 

(</> Travaucore House.s, New Didhi and Madras. 

(e) fi. H. the Maharaja’s Garage and Stables. 
v3) Salary and allowances of officers holding appoint - 
mouLs the pay or the maximum pay of which is not 
loss diaii Rs. 500 per mensem. 

The terms voted and 7ion-voted are used to diminguish expen- 
diture subject to the vote, from that falling under these exccptioiis- 

70 . The term ‘expenditure’ iisoU in par. .graphs 65, 66 and 69 
iucludes also charges iclassified as .vorksng expenses which arc 
l.ukcn in reduction of revenue rcccnKvS. It does .not include any 
recoveries of exj!:-; d which may, for account purposes, be 
treated as minm cxpc-i- liture. 


B. System oi Accounts, 

The main features of the sysLotnof Public Works Accounts 


C'i 


dif-bursing officer 
on treasuries 


71 . 

are— 

{a) The Divisional Officer is the 

of the division and is permitted to oblain ->■ ” 

against Letters of Credit (J'reasury Code b'orm 17) the money 
reuuired for all disbars .nnmts in connect, on with the execunon of 
works. He also (.■oUeots some of the departmental receipts ot the 
divisiou and pays them into treasuries. , /• , 

ih') Ihcae-'t;,. sof those receipts and chsbursemonta Cm elu- 
ding blip transactions of subordinate officers acting on his behalf) 
;,r<sl.mp;ieduu'ter his sujnewis'on by an Accountant posted to hia 
oliie. i-*y ilu- Accountant General and arc submitted monthly to the 
Accouutunt*Geuerul who audits them against sanctions and appro- 
priation of funds and incorporate;: them in the general accounts 

of the iState. 



GBNEBAL OUTLINES OS' SYSTEM OE ACCOUNTS tCtt-AP. II 


(c) He is further required to maintain clear accounts of all 
stores received by him and to rmika these accounts available , for 
audit by the Accountant General. 

(d) Under each major head of expenditure, the c.harg<58 on 
each project, work, or sub-work are recorded separately in the 
accounts of the Divisional Officers. In the case of works of certain 
classes (see examples cited below) pro-forma accounia of all trans- 
actions connected therewith are prepared annually by the Account*, 
ant General and for this purpose the recidpta ])ertJtining ' to each 
work of this cla«3 in so tar as the Divisional Officer is r(W})()Usible 
for realising and accounting for the same are also shown separately 
in division accounts. 

(1) Irrigation, Navigation, Embankment, Water Supply 
and Drainage works for which both capital and 
revenue accounts or only rovenmo accounts are kept. 

(2) Quasi commercial undertakings such as Wt)rksh(»}».s. 

(3) Residential buildings. 

{e) Personal payments to all Government servatits of the 
Department are made on bills presented at treasurie-s in accordapee 
with the general rules of the Financial and Account Code applic- 
able to, all departments and are therefore brought, to account by 
the Accountant General himself from .data furuishad to him dlireot 
by Treasury Officers. 

72. It is not sufficient that an officer’s accounts should be correct 
to his own satisfaction. A disbursing officer has to satisfy not only 
himself but also the Audit Department that a claim which has been 
accepted is valid,, tha,t a voucher is a complete proof of the payment 
which it supports and that an account is correct in all respects. It 
is necessary that all accounts should be so kept and the details so 
fully recorded as to afford the requisite means £<5r satisfying any 
.enquiry that may be made into the particulars of any case, even 
though such enquiry may be as to the economy or the boimfides of 
the transactions. It is further essential that (he records of payment, 
measurement and transactions in general must be so clear, eKplicit 
and self-contained as to be producible as satisfactory and convincing. 
. evidence of facts, if required in a Court of Law. All transactions 
invohing^ the giving or taking of cash, stores, other properties, 
rights, privileges and concessions which have money values should 
be brought to account. The record of a transaction of receipts or 
expenditure should always be made at once under Jthe final dr the 
debt or remittance head to which it pertains if that be known ; but 
if the exact head cannot be ascertained at once, then the transaction 
should be temporarily classified under deposits if a receipt or under 
Miscellaneous Public Works Advances, if a charge. 
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CHAPTEK III. 

Relations with Audit. 

A. Genbbal. 

73* , 'I'ho Divisional Officer, as the primary disbursing ojBfiqer of 
the division, is responsible not only for the financial regularity of 
the transactions of the whole division but also for the maintenance 
of the .transactions correctly and in accordance with the rules in 
force. See also paragraphs 79, 83 and 84 of the Public Works 
JpeiKirtment Code. 

74 . ;The Divisional Officer is further required to submit his 
accounts: to the Accountant General who has to apply to them sqch 
audit checks as are detailed in Chapter I of the Audit Code and 
• other rules that may from time to time be prescribed by Govern- 
ment {vide para 79 of the Department Code.) 

The accounts returns which have ordinarily to be sub- 
mitted for audit and compilation are enumerated in chapter XVXI 
but the Accountant General is authorised to call for additional 
accounts, Ijooks, papers and writings or other information having 
relation thereto, should he consider them necessary for the elucida- 
tiou tliereof. 

75* The Divinionid Officer is responsible that the accounts of 
his division are not allowed to fall into arrears but if arrears or 
<!oiif.u.siun arise which in his opinion cannot be cleared without. the 
ftS9i«ta,iu!e of the Accountant General, he should at once apply for 
sucli assistance explaining the cireum.stanoes which led.tosucha 
stiitc of affairs and why it cannot be attended to by the wrmal 
stidf •)£ the Division {%dde para 83 of the Public Works Department 
Code.) 

B. Diyisional AccowraANt. 

76» To assist the Divisional Officsers in the discharge of their 
feaijowsibilitica rofemid to in ^Kiragraphs 71 and 72, the Accountant 
General will post a Divisional Accountant to each Division Office. 

iinles reganliiig the mtablishmeut of Divisional Accountants 
art* given in Ap})endix III* 

'77* ,(a) The functions of the Divisional Accountant are three-- 
f^d i ^ 

(i) As AoooUutant, u as the compiler of the accounts of 
tho division ill uccordauce with the prescribed rules and from tha 
• duta furnished to him. 
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(ii) As primary auditor i. e., as tlio reproscutiitivc! oE Lho 
Audit Department charged with the responsibility ot a]»plying 
certain preliminary checks to the initial ncoounts, vouchers etc*, 
(see chapter XVII), and 

(iii) As Financial Assistiuit, i. as the Ocneind Assistant 
and Adviser to the Divisional Officer in all matters relating to 
accounts and budget estimates or to the operation of fiitmioial rules 
generally. 

(6) In the discharge of these dulie.s, he is expect ( hI to keep' 
himself fully conversant with all sanctions and orders pa: sing 
through the office and wi h other proonisdings of the Di\isi()ii:U 
Officer and his subordinates which may affect the osiini-itcs or 
accounts of actual or anticipated receipts ami charg-s. Ho should 
advise the Divisional Officer of the financial effects of all pniposuD 
for expenditure and keep a watcli, as far as possible, over all the 
liabilities against the grants of the division as they are incurrt*d. 

(c) The Divisional Officer should see that ho is giveti the 
fullest opportunity of being conversant with these aunctions, orders 
and proceedings. To eir:ible him to discharge Uia daiios offiuiontly, 
the Divisional Accountant is tieafccd as the steiior rnoinber of the 
office establishment of the division. 

78 . The Division d Accountant is expected to nee that the rules 
and orders in force are observed in respecr. of all the f ninsaotions of 
the division. If he considers that any transaction or order aireciing 
receipts or expenditure is such as would be oheUeiiged by the 
Accountant Grenoral if the primary audit entrusted to the yVreountant 
were applied by the former, it Is his duty to bring this fact to the 
notice of the Divisional Officer with a statoraout. of his reaHuus and 
to obtain the orders of that officer. It will thoti bo his <luty to 
comply with the orders of the Divisional Officer ; but; if ho has bocn 
over-ruled and is not satisfied with the decision, he ahould fit tho 
same time make a brief note of the case in tho register of Divi’iional 
Accountant’s audit objections, in P. W. A. form No. 56, and lay the 
register before the Divisional Officer, so that the latter may have 
an opjfortunity either of accepting the Divisiomd Accountsint’s 
suggestion on reconsideration and ordering action ficcvu’dingly or' 
of recording, for the information of the Accountant General, liia 
reasons for discarding that auggedtioii. An objection , e.ntercd in 
this register should not be considered as finally disposed of until it 
has been reviewed by the Accountant G-eneral dor whostj inspection 
the register should be available at all times. '■ 

^ 7^ (a) The Divisional Accountant should bring to the Divi« 
sional Officer’s notice all inatanecs in which subordinate officers 
exceed the financial limitations on, thoir powers placed by tho 
Divisional Officer or higher authority. 
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(i) For oxatnplo, if tho Divisior^al Offioor is allowed a lump sum appropriation 
ft>r expenditure on & group of worki and ha has made out of it appropria- 
tion tot individual workH, expenditure should be watched against indi- 
vidiial appropriation and excesses brought to the Dirisional Officer ’■ 
notice But if a lump sum appropriation is made for a group of works or 
items of oxpondituro of a diviBion» the total expenditure thereon will he 
audited against tho lump «um placed at tho disposal of the Divisional 
Officer f r tho purpose. 

NOTf? --Tho check against anv Bpocifio r<vippin])riation which the Divisional Officer 
may uuko out of any lump smu placed at his disposal is conducted by the 
DiTisional Accountant on his buhalf. 

(6) Ha may furlJior ba required by the Divisional Officer to 
uudortiikfe ou his Ixihalf such other scrutiny of tho accounts of the 
receipts and disburscmouts of subordinaLe officers falling within 
the ^dv'isienal Officer’s own pow-.rs of sanction as the latter may 
consider necessary. 

(c) The Divisional Accountant will bo sololy responsible for 
the issuii of objections on account of excesses over or for want of 
s-inc1.i-nv(l estimates in the case of potty works, vide paras 204 and 
207 (iii) (if t.lie Public Works Department Code, except civil works, 
(leix)sit works, uiainieuanoc (jf staff boats, estimates for losses on 
stock and works for other denari nu-i;is. Ho should maintain an 
obji’cii'in book in P, W, A, form iNo. 79 to record and watch 
the clearance of such irregularities. The Accountantant General 
will examiiu- tlie. register during his annual inspections. 

BO. 'I'ho Divisional Accouniant should inspect at least once a 
year, under the orders of and at thcBatno time us the Divisional 
Officer, filja iicicounts rc^iords of sub-divisional offices and check a 
per.'ieiinge of fh(i initial accounts. The dcfe.cts noticed shoulcj be 
ri‘prifii‘i! lo tlui Divisional Offic(jr for orders, but the Divisional 
Accouncant will be re.-])(>:i.!ihl as far as possible, for personally 
cXiil i!!!! 1 ” the (b'fecl'^ of proendurr and imparting necessary instruc- 
tions there(«i to the Sub-ldvisioual Officers and their staff. 

(1) Tho results of lluiso iiispeetions should be placed on 
rocord Cor <b.i inspection of the Accountaiiu General, but serious 
finmunal "irr!-/.ti':iri should be reported at once for the informa- 
tion of that Dffieor even though sejt right under the orders of 
(jomp.'li’u! JMsibi;. by. Idc»! also Artielo l7o of tho Travancore 
. 1' buiu.'i.' ' and Account G ide ivipiiring a report to bo made immedia- 
*t(!ly tu the Ai-coin.{ tU( ( J-uend of all defalcations or losses of 
public moiisiy, stores or other property. 

(2PT1w accoimtH of inicu’.-sL — bi'm-ing securities maintained 
by Hub- Divisional Officers sliouW be cxnuiued to son that tho rules 
rolaf-T'* la thiUM arc >'bM‘r\<-.l and that the remoter in P. W. A. 
bum A... 77 i« .■■cnv.; y iQsiintaimHi, and with this object a few 
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transactions of the register should be compared with the ontriea 
in the cash book or other account and vice versa. The securities 
certified as being on hand - vide para 431— should be verified by 
inspection as far as possible and it should be seen, in respect of such 
of them as are not produced for inspection, that there arc in exist- 
ence either the original acknowledgments of the depositors bearing 
dates subsequent to the dates of the last account, or tho acknowledg- 
ments of the authorised custodians, us the case may bo, 

81. Two sets of questions for the guidance of the Divisional 
Abcountants in carrying out his inspections are contaiUed in 
Appendix IV of this Code. Part I of the questions contains tho 
subjects which should necessarily be examined by the Accountants. 
Part II refers to matt.ers about which the Accountants should obtain, 
before commencing their inspections— the specific orders of the 
Divisional Officer, in writing, as to -whether they should examine 
them or whether the Divisional Officer would take them up. The 
Accountant will then take np those subjects in Part II which the 
Ifivisional Officer has ordered him to do so. The remaining points 
therein should be examined by the Divisional Officer himself. 

82. The Di ,'isional Officer has a right to seek the advice of 
the Accountant General in all matters connected with the accountH 
of his division or the application of financial rules and orders con- 
cerning which there may be any doubt. It will usually bo desira- 
ble, however, that he should first obtain the advice of the Divisidnal 
Accountant who is specially trained for this duty, and this Should ' 
be ddne in writing in all cases of importance — vide para 88 of the 
Department Code. 

Cw Audit Ikstkctions. 

83; The Accountant General arranges for the periodical test 
audit and local inspection of the accounts of the Divisional and Sub- 
Diyisional Offices, and the Divisional Officer is tespoiieiblo that the 
iiiitial accounts and other connected records are made available for 
inspectitm. Inspecting officers are required, if possible, to difecuss 
the drafts of their reports with the Head of the office inspbot^ 
bMdre submitting them to the Accountant General, attd fdr this 
purpose it is desirable that the Head of the office should be present 
at the inspection, unless his presence is urgently requii’od elsewhere 
{pide also G. 0. No. PL 1325/45 of J9 dated 10-8-1923.) 

The following procedure should bo adopted in dealing with tha 
reports of inspection of the accounts of Divisional Offices ■ 

(1) The report will be sent officially by the Accountant 
General" to 'the Executive Engineer Concerned who should forwurd 
it with his explanation to the Chief Engineer within one month of 
the receipt of the report, 
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12) The Chief Engineer should forward the report to the 
Accountant General with his remarks and orders within one month 
of the receipt by him from the Executive Engineer. 

(3) The Accountant Gencsral will forward to the Chief Engi- 
neer for further remarks extracts from the reports which may seem 
to call for notice. 

(4) The Chief Engineer will deal with all matters within 
his Cv>mpetenoe and refer the rest to Government for orders. A 
copy of the Chief Engineer’s orders on the Accountant General’s 
reference should be sent to the Accountant General within a month 
of the receipt by the Chief Engineer oE the Accountant General’s 
reference. The Chief Engineer should also send to the Account- 
ant General copies of any separate reference which he makes to 
Government, Only those cases where an officer has to be censured' 
or whore money is to be written off or where important questions 
of policy or procedure are involved should be referred to 
Government. 

(5) The Accountant General will refer to Government, 
separately, questions on which he does not accept the Chief Engi- 
neer’s orders, and general questions of policy or importance on 
which he requires the decision of the Government. 

1* Tho ikto upoo’iicd above eliould bo «triotly obsorved. 

UoTis Thu Ohb‘f Engtnoer md other oMoore should specify a timelimit 

reply wheo calling for expIauAtionfl and strictly enforce the time 
limit* The porticulAr points on which further information is required 
should he speolhed not only in the reforonoc but in the proceedings 
mt\i to the superior or audit authority* 

Hotii 3* The Audit Dopartmout has powc*’ to examine oonkaots and tobringi 
before (Jovtu-utnciil^ any oaso wh^to numpi^titivo tenders have not hbett 
sought or whoro high tendors have been aooepted) or wherfe other 
irrogukritios in procedure bare oomc to light- 

Not« 4* Inspootiug o*hocrs wishing to mako cummenta on the oonfidontial records 
shown to thotu should write such oommonts in their own hand, treat 
them as strictly oonfidontial and submit them separately from the 
Kcn^ isl tiudit report to the Accountant General* 

0* CoMMUiTlCATIOlf Of SANCTIONS TO AUDIT* 

$4* Ai a general rule, every sanctioning authority ii respon-' 
gible tbiit all satmtionB and orders against which audit of receipts or 
disbaranmanfs is to be conducted in the Audit Office are communi- 
cated to it in iit'tv.rduicf with the [n‘()<‘f*dur(‘ in force. See para- 
graph 350 of t\w Public Works Department Code, vide also para- 

Ml of thin Cmle. 
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(1) Audit against sanctions acnnvdi'd hy flic I)^^ isioiia! 
Officer is conducted in the Audit Office only in rcspeci of ((fc'hniciil 
sanction to estimates. In respect of other aann ions of t he I )i visional 
Officer, the Divisional Accountant is vcaponsilile for tlu‘ nect'SHury 
check, iyide paragraph 79.) 

(2) Sanctions to contract agreements accorded by audm.-iiics 
higher than the Divisional Officer should be eominunieuted by them 
to the Accountant General in such form ns to (!nul)le that olfiCiT to 
audit the payments to contractors on the basis of rales sen- ! ioned, 
for each item of work or supply and other necessary hurins and 
conditions. 

E, Kesults oe Audit. 

85. The results of audit arc comumiiicu!(*d to the Divisional 
Officer in the form of audit notes, objection slaj.-moiis, in'ff, clion 
reports, letters or memoranda. Those sliould receive promp; atten- 
tion, eld's Article 153 of the Financial and Account Tod.' :ind the 
replies of the Divisional Off’cer should be bas('d, us far as p.i-„-iblo, 
on his own kuowledgvC. It is not enough to pass ini the I'xpl.ana- 
tion of a subordinate ; reports prepared in this manner may, by 
lulling suspicion, lead to greater irrctruhuli.y {ifterwards 

Note. Each audit note auould bn toturnui to thtpAiMlH Offinr within tl dfiyit of it» 

receipt in the Divisional Office* 

86. Objection statements and in^pfc'iou reports ahouM bo 
returned through the Chief Engineer after the '^visional Officer 
has recorded his replies thereon. TIhj Chief Miigine..r will pass 
orders in -respect of matters which he is competo'ut to deal with 
finally and record his remarks (with a note of tile action taken) on 
all other points before roturniug the documents to the Accountant 
General. 

87. Once a transaction has been entered in (he ..hjc(;il.».; stato- 
ment or otherwise challenged in one of the other dur^unnmts 
referred to in paragrah 85, the rijsjxmsibilii.y for hJiving th«! objec- 
tion removed will devolve upon the Divisional Officer, and 'the 
Accountant General is required to report to the higher authoritieei 
cases in which the objections are not cleared within a reasonable 
time. 

Noxji. All audit objootion is usually rotuoved by obUining tho requisite ,’anfltion* 
by making thu n%'os0arv rncovory, by aorrnnting dr Douipb-tiiig the 
vant acaount or voucher, by furnishing thr m'C<‘Haary »tr iufnr* 

matioa or by otherwiso i^ocuring oomplianot* with th<‘ of ^ 

speoified rule. ^ Xu casoH in wlucli a prdb‘rtl; in mado i! *ftt» aadit 

jbj motion as being incorrect, th(M)bj0oUon t^lmuld Im •ix fib I to he in 
iidaaa a formal intmatioii of its withdrawal i» recoived from the JtlJit 
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88.'-- riin Audit Ofliuje ia rotjuired to place under objection any 
Irausantiou cnminpf (o itw notice which is not covered by adequate 
sanction or involves an excess thereon or other deviation. In some 
cases, the Divisional Officer may have already taken action to re- 
gularise t.hc Imnsactloiis, or the excess (if any) over sanction plus 
any furthiir excess that may bo anticipated may bo within his powers 
of saiKjlion without preparing a revised estimate and he may have 
iteenrded the iK^WHsar}' formal approval to it ; yet, if the necessary 
intimation of sau(:tion do('s not reach the Audit Office when the 
•Divisional^ accounts in which the regular transactivon appears are 
being audited, the Audit^ Officer is bound to raise the objection, as 
that oftic(‘r is not autliorised bo assume that the necesssary sanction 
lias been acc irded. Divisional Officers will therefore find it advis. 
able to send to the Audit Office the earliest intimation of such of 
their sanctions and orders as are required to be communicated to 
audili (^iude paragraph 84) and to give it, without wai iug for the 
receipt of the objection statement or audit note, all necessary infor- 
mation in regard to transactions tor which, within their knowledge, 
adequate authority does not exist. A single not.o or statement 
pr.‘pa;’;’d monthly and sigiK'd by tlie Divisional Officer himself 
will ordinarily suffitui in respect o't trausaotious brought to account 
in the monthly aiamunt —but if it cannot precede or accompany the 
Dionthly ac('/)unt, it should be sent to the Audit Office within a 
week of the despatch of tlu'. account. 

NttTK (i) ThD ilu« rub' in ttt obyi«tto thg is^uo of imuoooHaury ftadit 

; Uqta rutluotioii hi the immbor o£ objootioiN oan bo 
only by obsttrviuK tho roquirtunotitis of tbo fmanctal ‘and 
utlior rub'H iHuirius ou thu iraiiH«oiiim8 and by taking timely aotion 
to actittr ! obtain, as Iho oa »0 may be, huoIi sanotiou or order a* 
may bi raqnitml in caooa in whiob a deviation from rule has 
ootoirrotb 

iJoTF, (ii) TIh l)ivlHion:il Afiiomntanfc is mspniHibln (a) £jr bringing pnouinontly 
it» Ib'i imtlm of Ud‘ D iviHional Oflioer? at least once a month in a 
rogidUi* tHpoeially maiutaiuod for the purpose, all irregular trauBaotioni 
on uluoh a o.ioa hat not already beou taken by ihe latter at the 
iuHiauau of H ib DiviHioiml OHioors or of his own motion and 

£‘tr r.iviug tf) Urn t»r »vi,inn; (»f ihlB paragraph in aooordanoo with 
lb ♦ proo*4iir«» whioh ilnM^Miioiial Oificer may hare doniraJ to be 
olunrr^td in this uonimetion. 
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CHAPTER IV. 


Appropriations. 

A. luTRODUCTOBT, 


89. (a) Expenditure can only be incurred on a work or other 
object 

(i) If sanction of competent authority haa been obtained 
as required by any orders, general or special, issued tluTcunder by 
competent authority, c. g. the rules in any authoi'isid code ; and 

(ii) If funds to cover the charge during the year have 
been provided by competent authority. 

In the case of charges against suspense accounts, any (!X|)i!ndu 
ture which is not expected to cause an excess over the net provision 
for the year, may be held to be covered thcnjby. (cJoq also para- 
graph 102.) 

(iii) If no breach of ithe canons of financial propriety as 
laid down in article 37 of the Travancore Financial and Account 
Code is involved. 

(6) For payments chargeable to the accounts of other divi- 
sions, departments, or the Residency, Madras States, of non-Howm- 
ment works and repayments of deposits, n Divisional Officer does 
not require any specific provision of funds within the appropri. 
Btions for his own division. It is sufficient to soe that such pay- 
ments are made only in accordance with the rules in the relevant 
chapters of this Code. 

, For inevitable payments uncovered by sanction or provision 
of funds, see articles 88 and 89 of the Travanc<>ro Financial and 
Account Code. 

B. Gbants and iheib mstbibuxion. 


90. A grant or supplementary ^nt may include expenditure 
falling under one or more major heads or sections of a major head. 
For purposes of accounts classification, each major head of account 
is divided into minor heads,— the latter being further divided into 
detailed heads, service aud departmental heads— (vide para 66). 
The sub-divisions of a minor head from the poiut of view of the 
distribution of grants and the control of expenditure imts known as 
primary and secondary units of appropriation, (vide also .illustra- 
tion under Article 851 of the Travancore 
Code). 
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,91. The distribution of grants is usually effected as under: 

_ (i) The whole or a part of the appropriation for a primary 

unit withm a grant may be placed at the disposal of the Chi®^ 
Engineer or a diabursiug officer, or the unit may be broken up int® 
a number of secondary units (to cover a number of work® ot ^ 
number of detailed heads of account) and the appropriation for any 
of these, wholly or in part, may be placed at his disposal. 

(ii) The Chief Engineer at whose disposal an appropr^' 
atiou for a primary or secondary unit has been placed, may out oi 
it allot funds for expenditure on specific work or item, or on ® 
group of Wiirks or items. 

(iii) The sum of all appropriations made by the. 
Engineer from a unit should not exceed .the amount of the vmit- 
portion thereof, placed at his disposal 

(iv) The appropriation for a unit can be increased 
decreased only by a formal order of reappropriation authorising ® 
transfer of funds from or to another unit. 

92. An !ip}>ropriation or reajipropriatiou within the grants of 
a year can be authorised at any time before, but not after, the 
expiry of tlm year. 

93. An a|)propriatiou is intended to cover all the charges, iO' 
clnditig the liabilities of past years, to be paid during the year or *o 
be adju'^t.ed iu the accounts of it. It is operative until the c]o3® 
of the fiuamual year. Any unspent balance lapses and is not -aVA^' 
lablc for utilisation in the following year but tho Government 
orilluarily endyaxour to include any anticipated lapse in the demand 
for the following year. 

(i) Tho financial year closes on the last day of Karkata*’ 
gotn. After that date all cash and stock transactions aretreftt®“ 
as p< I’tiining to the folbnntm year but bonafide transfer antri®® 
are ju rmi-'-ildii for some months, vide para 508. 

94. (u) The Accnuiitant Gonerul is responsible for watohlPS’ 
firstly, that the touil i xpc-ndiLuro uuder a grant does not exceed 
grant and, sc -osidly, that the total expenditure on each primary 
unit within a gnint does not exceed the ajipropriatioii therefor 
modified by omors of reappropriation passed by competent autJtO' 
rity from time to time. 

*(6) In eoinplianee with panigritph 89 (a) (ii), ho must furt^*^ 
see that, if a work or other object (T exjienditure requires a specie® 
appropriation, all expenditure on it is audited against such ®P* 
propriation. 
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(c) When, however, several Divi.sioi«il OfiictirR are authoris- 
ed to incur charges relating to a luu't of api)roi)riat.tou agaifiat a 
lump sum appropriation placed £:)r the purpose at {,!u* diHjiosal of 
the Chief Engineer, i*^ devolves upon him to watch the progrtv.-, of 
expenditure in all the divisions and to keep the aggregate charges 
within the appropriation. If the Accountant Genuiral is regiic-'Med 
by the Government to audit the charges against the appi-opriatidii, 
he will comply with the request, 

95. The procedure relating to the preparation of demandH for 
grants is laid down in the Legislative Council llules and that relat- ’ 
ing to the appropriation and rcappropriation of funds and to 
budget matters generally is laid down in (he Financial and A(;count 
Code, Chapter XXIII. (See also paragraph 107.) 

96. A Divisional Officer at whoso disposal a lutnp’aum :i|t]H-oprI- 
ation has been placed for a group of works or itema may allot out 
of it funds for specific works or items, 

C. Watchimg of Actuals. 

97. It is an important function of the Divisional Officer to kec-.p 
a constant watch over the progress of <!XpifU<lilure and to keep 
himself informed of such circumstances as may affect the progress 
of expenditure, in order, to take early steps for obtaining extra taads 
or surrendering probable savings, as may be uecossary. The plan 
to be followed in actual practice for this pur])i)-> will he sliglitly 
different in the case of expiiudituro met by means ofchenu.-s drawn 
o)i the treasury and accouniod for monthly in thti Divisitjual 
Accounts from that to be followed in the casi; of exnmditnre met 
by bills presented at the Treasury and not pa'j-iug through the 
Divisional Accounts. 

I. Haspenditure incurred by cheques drawn on ike treasury, 

98- It will be found convenient in praclict- to adopt the follow- 
ing plan for watching the progress in the case of expenditure by 
means of cheques drawn on treasuries. 

(а) The progress of expenditure on vvorkrt or other items 
for which there are specific appropriations should be watched indi- 
vidually month by month through the register of works and other 
relevant accounts. 

( б ) 111 respect of works or other items for which Iumh) sum 
appropriations are placed at die Divisional Officer’s disposal, he will 
watoh the progress of expenditure against appropriations by the 
maintenance of a record (i) of the expenditure in •the form of ii 
progressive abstract showing, month by month, the up-to-date ex- 
penditure o£ the year, and (ii) of the grants in the form of u register 
showing the appropriations and reappropriation s ordered from time 
to time. 
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(e) 111 tbo oauo of Huspeiiad headt), the suspense schedules in 
farms <!1 (o GS can be utilised after noting in them the appropria- 
tion for the year and watching the expenditure against such appro- 
])riiituui. Thus the divisional accounts can bo utilised for watch- 
ing the pi-ogn;rt.s of expenditure against the appropriation. 

99. 'rim Divisional Officer should prepare a monthly statement 
in suiuaiilc form for each major head of account to take a compre- 
hensive view of the expenditure of the division ns a whole and also 
' 1,0 eimblo the Ohief Kngincer to watch the progress of expenditure 
in the aovcral divisions severally and collectivcdy. This statement 
should show the various minor and detailed heads (primary and 
secondary units of appropriations), individual works for which 
Hjioeifie ajipropriatioii.s have been suuctipnedby a higher authority, 
as well as the appropriations therefor as modified from time to time. 
Works for which a lump sum appropriation has been placed at the 
disjKJHal of the Divisional Officer may, however, be grouped together 
and only tho totals shown. The expenditure incurred under each 
primary and secondary unit and under any work or item requiring 
a specific appropriation should be posted in the relevant column 
from t he register of works and the schedules of works expenditure in 
F. W. A, rorin No. 59. In the case of the susj)enhe heads, the net 
debit or credit alone need be posU'.d from the register in P. W. A, 
form No. lU. Undischarged liabilities and anticipated credits should 
be para t<-ly recorded in the column provided for the purpose as 
ir. is urciv.ra'ry to hike, thorn into account in j-civiowing the^ progress 
of cxp.'ii-lilnre (uarfo [KiragrapU 101). The special attcution.of the 
Divirtimiul OffitKsrs is drawn to paragra[)h 103. 

100. The Htnternent refmTcd to in paragraph 99 above 'should 

I>e cotnplcicd within a week after the date fixed for the closing of 
the Divirtbnul Accounts and a copy should be forwarded to the 
Chief with such proposals as the Executive Engineer may 

think necessary for the reappropriation of funds or for the surrender 
of proteible aaviiigs. The Divisional Officer should attach special 
importance to the statements after the first six months of the year 
and should devote puriicular attention to their review. 

101. (<i) In this review of cxj-eudiiure, undischarged liabilities 
play an important part and their effect on individual and lump 
Bum appropriations should, therefore, bo watebod. 

N0T«. 1. LiabilitleB may bs divided into Jour classes : 

<i) thbse outstanding in the suspense acoounte relating ta con- 
tractors and labourers in the accounts oJ works. 
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(ii) &!)se outstanding In any oltheiegular Baspettse acoountn of the 
diviaion, 

Clii) outstanding debits adjustable by book taransfer, and 

(Iv) matured claims of contraotora,^ suppliers, etc., awaiting settle- 
ment and all unmatured claims, recurring or non-recurring 
likely to fall due for settlement before the close of the year. 
Liabilities of class (ii) may affect not only the grants lor the 
minor head 'suspense’ of the major he^ under which ^e 
suspense account oonoerued is classed, but also tho grants for 
works and services falling under the same and other major 
heads ; see also paragraph 102, 

ib) Anticipated credits (if any) which will ullimaiiily bfl 
taten in reduction of the expenditure chargeable against any indi- 
vidual or lump sum appropriation should also be taken into account, 
(see statement A— Appendix I). 

(«) This review is of special impeartance during the last four 
months of the year. 

(d) This review should also be conducted coUocl ively in 
respe^ of each primary or secondary unit of apj)rupri:ition, & 
Buitabl© register of appropriations being maintained for the purnosi; 
(see'9o-(u) (ii) above). Such a review is of special help in formula* 
ting proposals for reappropriation. 


102 .' The following points should receive special attention i 
The appropriations for suspense accounts provide for the net 
decrease during the year, that is, for tho dilFcrcnce 
between the gross debit and the gross credit for tho m-IioIc v«ar. 
ihey impose an obligation on the Divisional Officer ao to reiraUte 

*0 the antici^ted 

suspense balances. There is n cotbh- 
the ““he# in the accounts of the year, all 

payments necessitated by the actual 
Sum n J . J V® ^^P^^^^hllity is in respefc of both 

the veS^ f^esh operations (debits and credits) of 

SdSal ^ ^ likely to cause any 

necessarv to rnfat u* appropriation, the funds 

y meet-the charges should be reserved under these units 

division adjustable by trans- 
in P W A form heads of account should be registered 

Sev in ^ f awaited, as soon a. 

be known at any ^ ^ ^ awaiting adjustment n a; 
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n. EBpmditurc, incMred by bills drawn on 
ilia Treasury. 

104. 1’he «>nly t xiH'n-iittu’e that Mis under this category is 
that oliihsitied under (he inimir he.iid Hidiiriefi, establishment and con' 
tingonuicH rdatiug thereto. The detailed procedure for controlling 
oxpi!udi(.u”i' iH eoutainod in clmpierri IX to XI of the Travancore 
Financial mnl Aoctvunt (lode. 

/ n, / >ulit‘s of ike. Chief Engineer. 

105- t '-hiff Kn-;iii.',T nhonld, after a thorough review of the 
riH'idved Inuu the Diviaional Officers, take such action as 
ho oou^idfi'^ o.-. ••r , witlunit delay and consolidate the statements 
of the Division d (diru’crs in order to re.view the progress of expen- 
diture against, the ..pjio>'>n mImu placed at his disposal. A copy of 
the Divi d 'n.i! siatetueni. should iihso be forwarded to the Audit 
Office. 

106. The Audit (Hfier will rhe.nk the division report with its 
own aeciuo ■ ■ and return it with correctionH, the reasons for which 
should Int explained to the Chief Muginee-r. Any corrections made 
by tilt! Audit Office should be ineor}»orattid by the Chief Engineer 
and c.iiiin.u'.ii'ii ■.! to the Executive Engineer. 

IV. MimiUmcom. 

107. 'flu* detailed rules riduting to the pnvparatioii of demands 

forgriUits, to the ph: uinl n‘apprupri:ili(>n of funds and 

to Hmlget ■ 'Iv are laid tlowu in Chapter XXIil of the 

Travnncure K. .'s. i ' .! \ee(.unt Code. The powers of reappro- 

priati.m deh-.f.-oed to the ( hii'f Engineer and the Divisional Officer 
will he found in ’ t r \ I “f the Travancore Public Worlff 
Dejniriiiient C'tMle, 



CASH. 


[CHAP. Vt 


ss 


OH AFTER V. 


Casta. 

A. Ihtrootctort. 

108 . The terra ‘cash’ an ustxl in Ihix chiipi.'r iiKiludf.x lepjal 
tender coin, currency notes, cheques payable on I. '.t.'.'J, ruuuttatKHj 
transfer receipts and demand drill' ts, A small supply of om- miim 
receipt stamps may, when nuciissary for list! as rci-eipt -‘.laip , he 
kept as part of the cash bahiiici!. Goveniiiuait H ’ Bank 
deposits. Government of Truvancorc Pro-notes iiini (Jovcrnimmt. of 
India Securities accepted as security deposits nm lor (he in-ovisionK 
of paragraph 417 are not to be treated ns cash. See alsojirticlrB 
195 to 211 of the Travancoro Financial and Account Code. 

109 . Primarily, the Divisional Officer is the ih',’ (Rsburw- 

ing officer of the division but this function may ite -I to his 

subordinate officers in certain cases -{vide piim 2t5i). 

110 . Everj^ Government servant is iH.mmitlly la fur 

the money which passes through hw hiunln and* for (he pr<. mji’ 
record of receipts and repayments in the prescrilied account iih well 
aa for the correctness of the account in oviiry respect. The private 
cash or accounts of membera of the <1 •. :> ma\' nut bi; mixed 

up with the public cash or accounts. 

B, Modes oe obtaining cash from T.;nA,srm.vs. 


1 . General^ 

111 . Disbursing officers of the d -jui I obtain cash for 
disbursement in two ways, viz, direcih by bills drawn on the 
treasury or by means of cheques. For pay'!i:,n* of pay und allow- 
ances of Government servants on the regular c.'dabli.slmicnt not 
charged dwectly to works and for office ililheyn' . l-rv , certain 
heads or offices and other officets draw billn on ir h .■ ir'if in 
cribed forths in accordance with the rnles hi the iictin- Finnic 
cial and Account Code Chapters IX to XI. 

All other disbursements are made by Dlvislfmtil OfliccrH who 
may em;^wer sub- divisional officers to make disburseroimts on their 
teoait. Dor this purpose, Divisional Officers are placed by the 
ccountant General in account with one or more treusurlca by means 

9 (form No. 17) and they may either autWiBC 

bub Umsiona Officers to obtain money from the treasur’-eh* within 
tim jurisdiction of the latter by drawing cheques (up (o a specified 
limit) or place them m funds by moans of a fixe'd Lrnwest. 
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1 . 12 . The appropi'iation o£ departmental receipts to expenditure 
in tlio department is strictly prohibited except in the case provided 
for in paruwrapli 127. Sea also article 78 of the Travancore Finan- 
cial and Account Code. 

113 . The procedure prescribed for accounting for cash obtained 
from treasuries on bills for pay and allowances of establishment not 
charged directly t(» work# or on contingent bills is detailed in 
Chapters IX to XI of the Travricorc Financial and Account Code. 
Undisbursed balance o£ cash thus obtaiiiod may be kept in depart- 
mental cash chests and accounted for in account form No. 15 of 
thy Financial and Account Code but they should not be mixed up 
with the regular cash balances of the department, accruing from 
money obtained on cheques, which arc dealt with and accounted for 
in accordance with ihe rules in the following paragraphs. 

114 . When Cor the convenience of work it is necesBary that 
the Divisional Oflicer or any of his aubordlnalo disbursing officers 
should be authoinsed, either occasionally or as a standing arrange- 
ment, to draw c!uH|;ks on a treasury situated outside the limits of 
the division, such an arrungyiucut may be sanctioned by the Ac- 
countant Coneral. 

Similarly, the Divisional Officer may, if necessary, specially 
euihorlee, any of liii snb-divisional officers <o draw cheques on 
treasuries sitiiaied outnd-e (h.s jurisdiction of the latter but within 
the limits of the ilivision. 

'FIvIh rule is intended lo be applied with special care and only 
to east's of real nece.ssity. Payineuts h) contractors should, as far as 
coiiV'!iiie.i.l\ praelicubhi, be luiidc by cheques on the nearest treasury 
and a slipuf-’.!; i lo the ellecfc that paymcii'h shall be so made 
shotild bvt iuHcrtc^d in the ooTitnict agreement where necessary. 

U. Sulf-JHvisimal Officer’s Drawings. 

115 . A Divisional Officcir for the maintenance of efficient 
control over (Im di%bnrsemeuts of his division, may empower any of 
his Kul).l)ivisional Olleors lo draw against funds placed at his dis- 
posal up lu a ^ ;>i r',!! :■[ limit. The treasury officers will open separate 
HCcoiuitH for sub tlivisional officers and watch the drawings against 
such limits. 

(i) For ihis ou'-pnsc:, the Divisional Officer may require the 
Sub-Divtsioual Olliecr to submit by a coiivouient date an estimate of 
Mh probabb: r(’"ui.<‘.''‘tr.;. ' in suitable form- 

(ii) tii.i limit when tixed should be for the account month 
of the Sub-bivisiou and the dates of the commencement and 
termii):i!io:i of the mouth must be specified in the intiraatiop tp the 
Truasnry Officer concerned. 
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III. Cheques. 


116 . Potty sums under ten rupees should not Iw paid l>y 
cheques, and for the disbursement of these and other charges which 
naturally are paid in cash, e. g. the wages of lahourtirs and of tfltab- 
lishment charged directly to works and value payable! puviage, it is 
permissible to draw money from time to tinic! from the treasury fo 
replenish the cash chest. Whether there be a guard or not, dinburH- 
ing ofiScers must draw cheques for the initumum of esish actually 
required to meet current disbursements, and if it Is -found at any 
time that the balance in hand is larger than is requiinid to muot the 
anticipated expenditure of the Jiext 15 days, the surplus should bo 
returned into the nearest treasury. 

117 . In drawing cheques drawing officers should bo guided by 
the general rules laid down in article 128 of thu Financial and 
Account Code. The special rules applicable to the de])arttiuint arc 
set forth in paragraphs 118 — 123- 

118 . Before a cheque book is brought into use, all the che(i«o, 
forms in it should be marked by a disringnishiiig letter. Cluspics 
drawn by a disbursing officer oil any treasur) sh, eild be distitiguisluxl 
by a different letter from those drawn by hiinself or other dinburs- 
ing officers of the division on that or any other treasury. 

119 . In the case of sub treasuries, the advice of the nnmbta* (»f 
the cheque book to be used {vide article i28 of th<! Financial anil 
Account Code) should ordinarily bo sent through tint <livisional 
treasury ; but in cases of urgency it may bo scut direct to thu sub 
treasury, a copy being forwarded simultaiu ously to thu divisional 
treasury. 

120 . When a limit has been set by the Divisional 0 nicer on 
the urawings of a sub-divisional officer under the provisions of 
paragraph 115, the limit prescribed for the drawiu..H o«i wu-h 
treasury during a month, should be entered ou the reverse of (he 
counterfoil of the cheque book for that treasury before any clssiucs 
are drawn during that month and the sub divistoual officer should 
watch that the limit is not exceeded by dfiducting from it, on (ho 
reverse of the counterfoils, the amount of each cheque as it is 
drawn. The undrawn balance at the close of the month should 
not be carried forward to the next month. 


6T0TE. In »11 c#«6s the drawing ofiEaer should reoord on the rav«(Bo of the 
counterfoil of each chaqaa the amount of tbo next chenue drawn niicl tb« 
total of the dra'in^gs dnrmg the month and earry forward ihoir total to 

to0S«I0U(t 

»n independent check on the’postings in hie cash hook, 
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121 /- -If tho curriiucy ot a cheque should expire owing to its not 
being 'll; iiu! U-casury for payment within three months 

from the date of its issue (vulo article 128 (iv) of the Financial and 
Account Code), it inay be received back by tho drawer who should 
then destroy it ami <lrnw a new cheque in lieu of it. The fact 
of tho desine-Mo;) and the number and date oP the new cheque 
should he. recorded on the counterfoil of tho old cheque and the 
Dumber and <lau! c)!' t.lic. checiue (hat is destroyed should be entered 
on tho CMUite.-b.d of (,h.! new one. The fact of the new cheque 
having b.'on issued should be entered on the date of issue in red 

inkin (ho cash bt«)k bul; iiot in (.ho oolumu for payment, a note 

being made at. the l.ime agiiinst tho original entry in the 

cash book. 

For proee,d>i;-‘ o-boieg (o Jo.st cheques see article 129 of the 
Financial and Account tVxle. 

122. When it is necessary lo cancel a cheque, the cancellation 
should be recoialed on tin; cosiniorfoil and (he cheque, if in the 
drawer’s po.sscssioii, shoidd he destroyed. If the cheque is not in 
his posscHsion, he should prompdy request the treasury officer to 
atop paynie.utof (he (dieque and, on ascertaining that payment has 
IxDun s(oj)i)d, he should wri(.u back 1 he entry in his cash book by 
exhibit, ing the amount of the cheque as a minus figure on the pay- 
ment side in the 'br.uiuny” column. A counter reference should 
be given in the cash book against tho original, to the second entry 
of tho chc.iiuo. A <‘lu!que remaining unpaid for any cause for 
twelve moni,U^ from the date of issue should be cancelled and its 

amount writieti back in a similar manner. 

123. When a clnspu! is lost during the period of its currency 
and it b'-c.ome.s necessary to isaire a duplicah', the treasury officer 
concerned should lit! Iinic.-dicielv i’lformed of tho loss of the original. 
The dt(i>lici!<‘ should not be iisued until the drawing officer has 
satisfied him iolf dial; tlie original cheque has bjon noted as invalid 
at the treasury, liefcrenct! should he m.-idoiii (,he cash book against 
the original entry to the issue of tho duplicate and also on the 

counterfoil of the lo«(; cheque, vide para 129 oi the Financial and 
Acxiount Co<le, 

0. Kbceipt oif Monjct. 

J. Accoun* Procedure. 

• 

124. Wht»n money is j-cceived by a Government servant on 
behalf of Govornment, it should at once be brought to account in 
the ca'jh book ami a receipt in acconnt form No. 2 should invariably be 
granted to the payer. If, however, the amount be realised by 
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recovery from a payment made on a bill or otlur vouchor’settin? 
forth full particulars of the doductiou, a receipt ahuuld be {:;r.uited 
only if specially desired by the payer, but the fact of (he recovery 
having been made by deduction from the voucher aliould 

be clearly recorded on the receipt. 

1. Final acquittance for private oheipiiis an 1 draftis on lociil 
banks accepted under prop;- authority (vide arUiile 70 of the 
Financial and Account Code) .‘-hould not'he given to the payer until 
they have been cleared. 

2. Before an olficer signs areoeipt in Ao!:ount form No, 2 for 
tasb actually received by him, ho shoul 1 ao<', that, the receipt of the 
money has been duly recorded in his cash book and in token of 
this check, the entry ui the cash book should be initialled and 
dated at the same Lime. 

When, the officer signing the receipt is in camp but the cash book 
18 at his head-quarters, the counterfoil of the reticipt book should be 
compared with iho entry in the cash book on the luixt occasion 
when he sees the cash book or when he returns (.o hciiduiuarters 
whichever is earlier, the entry in the cash book being initialled and 
dated in the usual manner in token of this check, 

3- The hoed clerk or cashier may, when specially anthoris- 
edto do so by the Divisional Officer or bub-divisional Officer, receive 
money at headquarters when the latter is in camp. In such tiuses lio 
should promptly issue a temporary recsipl, in P.W.A, form No. -i 
for the cish actually received by him and should shmihanuously 
enter the amount in the cash book. Formal laveciptn in Account 
Form No. 2. in confirmation of the temporary reccipba ghould be 
issued signed duly by the divisional or sub-divisional officer imme- 
diately on the latter’s return to head-quar(,ers. Before signing the 
formal receipt, the officer concerned should compare il, with the 
amount of the counterfoil of the temporary recMipl, and the coitoh- 
ponding entry in the cash book and ho should initial the counterfoil 
of Lbe temporary receipt and ihj entry in the cash book. 

NOTE- — Temporary reoolpfc boulcs should not bu allowed to bo iu tho ountody o£ 
a head obirk or cashier beyond fcho minimum puriod ncooBsary and thuy 
Bhou^d bo kept in tho poridonal custody ojf the o&oor wlum ho io at hoad- - 
quarters. 

125 . Receipts in Account _form No. 2 can be issued onljy by 
Divisional Officers, Sub divisional officers or any other officers 
specially authorised by the Govcrnmenc. and all persou.-s regtilarly 
or frequently receiving money on behalf of Goverument should 
keep a cash book in P, W, A, form No, I, ' 
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126; '• When a section of ficer or -other Government servant "who 
is not in charge of n cash book collects departmental revenue on 
behalf of Government, he should not mix it up with the imprest 
or any other cash in his charge but pay or remit it at the earliest 
opportunity to the sub-divisional officer accompanied by a remittance 
slip or direct into a treasury, accompanied by a chalan in duplicate 
(vide article 83 of the Financial and Account code). The acknow- 
ledgment of the treasury _ (with an intimation of the full parti, 
culurs of the receipt including the date of realisation) should be 
forwarded iminediulcly to tlie sub-divisional officer to enable him to 
make the necessary entries in his cash book. The record of the 
transaction will bo in the correspondence and not in the imprest 
accoui't of the receiving officer, 

I’he sub-divisional officer should, on receipt of the duplicate 
copy of the rcmittaiK^e slip along with cash or treasury receipt, fill 
in the two forms of memorandum of acknowledgment attached there- 
to, one intended to be the sub-divisional office copy and the other 
intended to be sent to the section officer, and send the latter forth- 
with to the section officer along with a permanent receipt for the 
amount received from him or remitted by him into the treasury. 
If the m<!morundutn of acknowledgment and the permanent receipt 
are xiot roceix od by the section officer within a week of his sending 
the cash or trwisury receipt, he should forthwith report the fact in 
writing to the sub-uivisionul officer by name and obtain them. 

Tho section oHicor or other G-ovorninent servant who receives money 
on behalf of Govornmont should promptly laano to tho payer a temporary 
receipt in p. W. A- form 2* Thelaub divisional officer who main- 
taim ft cash book and to whom tho money or treasury receipt therefor is 
Bcnt should on receiving tho money (with remittance slip) or treasury 
receipt make the nooossary entry in the cash hook and issue to the payer 
a roc(dpt in accuiuit form No- ^ in conrirmation of the temporary receipt 
granted by the officer who collected the money- The number of the 
)cmpt>raty ndioipl, if any, issued with date and that of the permanent 
r(*c<d[>t should bo recorded in the proscribed columns of tho cash book- 
Tho entries in tho cash book in such cases should be initialed and dated 
by tho sub divisional officer at the game time* 

Hot**- 2* H the headquarters of the section officer or other Government servant 
who receives money on behalf of Government are situated in or near a 
station whore there is a treasury, should remit the money into the 
treasury and send tho treasury receipt with other particulars to bis 
superior officer who maintains a cash book- 

Tho eeotion offioor or other Government servant receiving money should^ 
at the end of every raonthi send to his superior officer in whose, cash 
account the receipt will appear, full particulars (giving reference to 
remittanoo slip or treasury chalan and temporary receipt) of amounts 
collootc^ and remitted by him during the month- Tho superior officer 
should personally verify tho items with raference to the entries in tbs 
book and take prompt and efficient action in regard to dlNrepanoies^ 
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if any. Ho should also Verify ift.ho iimuborH <>f th'U*<tiupot*ry roooiptf 
and remittanoe slips relating to the transaction a month in each sfotion 
aro continuous* If not, lio slioulcl <'irpur(‘ iiiunrdleti'lr wliat tho missing 
numbers pertain to ami promptly l.aho all nt'Cmsary furth«‘r rnmrn Whon 
the transaotiona arc nib a nil Btahnuunt shonW ho Hout. If tin* HtatvmcDt 
ie not recoived on the diito» it will ho the dtity of tho snptTiui olBoor to 
call for it. 

17, Disposal 0 / Dero/pi.'^. 

127. Cash realised by tlie officers of tho dopartnuaii, should bo 
paid, as soon as possible, into the nmiresl; tronsary, for credit 
as miscellaneous receipts of tho dc^s.u'tiH, oL Shuuhl a Ilivisioual 
Officer or Sub Divisional Officer, lio'.^ovM'r, require to make use of 
cash receipts temporarily curronl. oxpoiulitunq he may do so 
instead of obtaining fresh cash by chesquos ; but before ( ho end of 
the month he must send to the treasury a cheijue for the amount 
thus realised, drawn in his own ‘favour and endorsed by lumsolf, 
with the words ‘received payment by i-ransf or credit to the Public 
Works Department.’ 

JIOTi. This rule doas not apply to idooipta roallaod by short payment on billi or 
other youcherg. 


D. Paxajkkt,, 

1. Manner 0 / Paymenf . 

128 . Officers authorised to draw cheques should, as fur ae 
possible, pay by cheques j but see also pai-agrtinit 1 16. 

129 . It is permissible to make pay nv in I ^ lu ssipplierH of s(,ore0 
by obtaining remittance transfer receipts front Uu! Dlviaionitl 
Treasury vide article 641 of the Piimncitil and Account Oo<le. 
Repoittanccs for such purposes of amounts less tlnm Ka. 6 for 
which remittance transfer receipts Ciianot be issued by treasury 
officers, may be made by uuchal money ordttr at tho public expense. 
All payments in excess of B. Rs. 25 to be mtide outsido the State, 
but within the Madras Presidency and all jiiiymcnis in oxcess of 
B. Rs. 10,0 outside Madras Presidency should invarutbl v bti suTanged 
for through the Accountant General. Payuicnts outside India 
should be madet hrough the Accountant Getwrid ex(cpi, rcmittamics 
n(^^ exceeding A 1 (or the equivalent of that sum in any currency) 
which may be made by postal money order. Such payment h will 
be arranged for by the Accountant General thromrh the Iin})erial 
Bank of India vtde articles 141 and 142 Truvancore Financial 
Wid Accoqnt Code. 
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1 ' 30 . As a rule no cheque should be drawn until it is intended 
to be paid away and cheques drawn in favour of contractors and 
others should be made over to them by the disburser direct but 
the disburser may be assisted in making disbursements by a cashier 
appointed for the purpose-- vide para 471 P. W, Department Code. 
The occasional delivery of cheques through a subordinate may be 
permitted at the discretion and on the responsibility of the disburser. 
In such cases, the subordinate should make no entry in any accounts 
which he keeps as a payment made by cheque should appear in the 
cash account of the disbursing oflficer who draws the cheque and 
the subordinate’s record will be in his correspondence. 

IJoTfl. It is a serious irregularity to draw cheques and deposit them in the casli 
chest at the close o£ the year for the purpose of showing the full amoun* 
of grant as utilised. 

131 . Payments due to contractors may be made to financing 
Banks instead of direct to contractors provided that the department 
obtains (i) an authorisation from the contractor in the form of a 
legally valid document like a power of attorney or transfer deed 
conferring authority on the Bank to receive payment and (2) the 
contractor’s own acceptance of the correctness of the account made 
out as being duo to him by (Jovernment or his signature on the bill 
or other claim preferred against Government, before settlement of 
the account of claim by payment to the Bank. While the receipt 
riven by the Bank holding a power of attorney or transfer deed 
from the contractor constitutes a full and sufficient discharge for 
the payment, contractors should wherever possible, be induced to 
present their bills duly receipted and discharged through their 
Bankers. 

Prohibitory Orders or Injunctions, 

132 . When money due to a contractor or other creditors is 
attached by a prohibitory order of a court and is afterwards paid 
into that court, the receipt (to be prepared by the Public Works 
Department) signed by the court should show that the payment is 
on account of an attached debt and should set forth inter alia the 
name and capacity of the actual creditor to whom the money is due 
by the department, on what account it is due and the number and 
the date of the court’s order in-accordance with which the payment 
is made. * This receipt should he attached to the contract certi- 
ficate or other bill in which the particulars of the creditor’s claina 
are recorded and should be eufaced in red ink by a reference to that 
bill, the bill being correspondingly enfaced by a reference to the 
attached receipt of the Court, 
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II. Vouchers- 

133 . As a general rule, every payment including repayment o£ 
money previously lodged with Government for -whatever purpose, 
must be supported by a voucher setting forth full and clear parti- 
culars of the claim. As far as possible, the i)articuiar form of 
voucher applicable to the case should be used, buftjdiers of stores 
and others should be encouraged to submit their bills and claims in 
proper departmental forms. But bills not prepared in such forms 
should not be rejected if they set forth the necessary details of ' 
the claims. In such cases, the additional particulars required 
■should be added by the disbursing officer. 

When it is not possible to support a payment by a vouchor,^ a 
certificate of payment prepared in manuscript, signed by tl\c dis- 
bursing officer and endorsed if necessary by his sujierior officer, 
should always be placed on record. Full particulars of the claims 
should invariably be set forth and where this iieccssilales the 
use of a regular bill form, the certificate itself may be recorded 
thereon, 

' 134 . Every voucher must bear a pay order sigiied or initialled 
and dated by the responsible disbursing officer. This order should 
specify the amount payable both in words and. figures. 

Cashiers and others authorised to make payments on passed 
vouchers should make no ])ayment without a proju'r pay order of 
the responsible disbursing officer recorded clearly in ink on the bill 
or other voucher. No payment should be made on a voucher or 
order unless it is signed by hand and in ink. 

135 . Except as provided in para 131 every voucher should also 
bear, or have attached to it, an acknowledgment of the payment 
signed by the person by whom or in whose behalf tht*. claim is put 
forward. This acknowledgment should always be taken at the time 
of the payment. 

(1) If a disbursing officer anticipates any difficulty in obtain- 
ing from the person to whom money is due a receipt in the proper 
form, it is open to him to decline to hand him the cheque or cash 
or to make a remittance to him, as the case may be, until the 
acknowledgment of^ the payment with all necesKar-y particulars 
has been given by him. In all cases of payment by remittance, a 
note of the date and mode of remittance must be nuidc on the bill 
or voucher at the time of remittance. In cases of remittance by 
postal or anchal money order, the purpose of the remfttance should 
be briefly stated in the acknowledgment portion thereof, vide note 
under rule 6 (iii) appendix 19 of the Financial and Account Code. 
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, (2) In the case of articles received by value payable post or 
anchal, the value payable cover together with the invoice or bill 
showing the details of the items paid for may be accepted as a 
voucher. The disbursing officers should endorse a note on the 
cover to the effect that the payment was made through the post or 
anchal office and this will also cover charges for the postal or hundi 
commission. 

(3) A certified copy Cmarked duplicate) of a receipted 
voucher may be retained by the disbursing officer, should this be 

• necessary to complete .the record of his office, but the payee should 
not be required to sign such a copy or give a duplicate acknowledg- 
ment of the piiymont. 

(4) When a bill submitted by a contractor/supplier for sup- 
plies made to Government is endorsed in favour of a Bank, payment 
may be made to the Bank only if the bill is receipted by the con- 
tractor/supplier and endorsed in favour of the Bank. 

To ensure the genuineness of the contractor’s/ supplier’s signa- 
ture in both (i) the receipt and (ii) the request to pay the amount 
to a Bank, the disbursing officer concerned should call for the 
specimen signature of the contractor or supplier or his agent who 
may be authorised to receive payment on his behalf, the signature 
in the case of an agent being also required to be attested by the 
contractor or supplier. The disbursing officer should satisfy hina- 
self that the signature both on the receipt and on the request to 
pay the amount to the Bank is genuine, by comparing it with the 
specimen signature obtained separately before payment is actually 
made. 

136 . General instructions regarding the preparation and com- 
pletion of vouchers are given in Chapter V of the Financial and 
Account Code, The following supplementary instructions should 
also be observed : 

(a) When the payee signs in an Indian language he should be 
required to note the amount acknowledged in the Indian language 
in his own hand-writing. In transliterating his acknowledgment, 
the amount acknowledged as well as any remarks made by him 
should also be reproduced in English. 

(l>) The disbursing officer is responsible that the full name 
of the work as given in the estimates (and other particulars specified 
in paragraph 262) or the head of account to which the charges 
admitted in a voucher are debitable, or to which the deductions or 
other credits shown in. the Ind.ian language are creditable, is^ clearly 
indicated on it in the, ppace ^provided for the purpose or in som® 
prominent position- ^ ■ 
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137. When vouchers or accounts exhibit any expenditure from 
which revenue may prima facie be expected to accrue, as- for 
instance, when payment appears in a bill for removing material 
from a building or other work, either dismantled or undergoing 
repairs or for clearing jungle or cutting trees in the compound of 
buUdings or in canal banks, etc., the necessary information should 
be given m the account or voucher concerned as to how the old 
materials removed or the trees cut have been disposed of and if 
sold, when the sale amount will be credited in the accounts. ’ 

All vouchers for expenditure should, in such cases, invariably 
bear a note by the Divisional Officer/ Drawing Officer as to whether 
the timber, etc., has a saleable value and if so, by what approxi- 
mate date the value will be credited in the accounts after realisation 
by auction, etc. 

138. Bills received from firms for supply of stores should be 
dealt with in original and submitted to the Audit Office as 
vouchers. 


I4. Remittance to Treasuries. 

w ^ ^ teep a book 

^ ^ u should enter all his remit- 

tances to the treasury as they are made--.vide paragraphs 126 and 

127t This book should accompany the cash. 

Remittance into treasuries of cheques paid in as Pn'blir. 
Works re^ipt should be entered in the R^mitcLe Book, but S 
^e place for remarks should be entered ‘By Bank cheques’ and the 
book need not be sent with the remittance, provild that 
heqnes are always endorsed as prescribed in paragraph 127. 

IfoTH : All paymenta of aiscellaaeous receipts m.do ly publio works officers into 
treesunes, whether aoknowladged or not by the Sury oZer 
ito ^ the department as payment 

F . Cabh Accounts. 

I- Cash Booh. 

4 An A C’p-ketp. 

ti-iiied iu the carSk" 

authorised, as a regular Trrfn .'.a I ®o^eniment servants 

lbarrren“‘i„ror‘‘h“''‘'^ “thoT'InttS^wi* 
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the treasury. Grovernment servants entrusted with fixed imprests 
or tem-pbrary advances should maintain and render accounts of their 
disbursements in imprest cash account P. W. A. form No. 2. 

141. The cash book is one of the most important account re- 
cords of the department. The detailed instructions prescribed for 
writing it up are given in the notes on P. W, A. form No. 1 
and disbursing officers are required to observe them strictly in 
practice. 

(h) Balancing. 

142. The cash book must be balanced on the date prescribed 
for closing the cash accounts of the month, but when the transac- 
tions are numerous, a weekly or even a dail)/ balance is recommend- 
ed and it is advisable to count the cash whenever a balance is struck, 
or at convenient intervals, as this affords an independent check on 
the accuracy of the postings. The results of such intermediate 
counting should be recorded in the form of a note in the body of 
the cash book molumn 8) so as not to interfere with the up-to-date 
totals ; the actual balance of cash in the chest should invariably be 
stated in the note both in words and figures and the outstanding 
balance of imprests and temporary advances should be taken into 
consideration when certifying the accuracy of the cash chest 
balance. 

(c) BettificaUon of Errors. 

143. An erasure of the entry once made in the cash book is 
strictly prohibited. If a mistake has been made and it is discovered 
before the copy of the cash book has been submitted to the Divi- 
sional Office, the mistake should be corrected by scoring out 
the incorrect entry and inserting the correct one in r^d ink 
between the lines. The disbursing officer should initial every such 
correction and invariably date his initials. When the mistake is 
discovered too late for correction in this way. an intimation of the 
necessary correction should at once be sent to the Divisional Office 
accompanied by a proposed transfer entry, if necessary. Except as 
indicated above, no correction of any entry once made in his cash 
book should be made by a Sub Divisional Officer, unless authorised 
by the Divisional Officer to do so. 

The same principles should be observed in correcting errors 
noticed in .the Divisional cash book. If the accounts of the month 
have been closed, no corrections of errors in amount, classification, 
or name of work, should be made in that book. A suitable remark 
in red ink (quoting reference to the correction in accounts) should, 
however^ be recorded against the original erroneous entry. 
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(.d) Verification. 

144. The disbursing officer is required to ’check all the entries 
in his cash hookas soon as possible after the date of their occurrence 
and he should initial after the last entry checked. The cash book 
should be signed by him at the end of the month and such signature 
should be understood as fixing responsibility for all the entries of 
the month including the closing balance. 

(1) The following is the memorandum of some of the more 
important parts of the verification : — 

The disbursing officer should — 

(i) compare each entry of payment with the gross amount 
chargeable as shown in the connected vouchers, seeing at the same 
time, that it bears (1) a payment order recorded by himself or the 
Divisional Officer, and (2) the certificate of disburscimcnt signed by 
himself or an authorised subordinate and ticking off each voucher 
as it is passed ; 

(ii) see whilst examining the postings of vouchers on the 
payment side, that all deductions shown in the vouchers other than 
deductions creditable to the head of account or work to which the 
payment relates, are posted as receipts on the receipt side of the 
cash book; 

(iii) verify the totalling of the cash book or have this done by 
some principal subordinate (other than the writer of the cash book) 
who should initial (and date) it as correct; and 

(iv) verify the total of the postings in the ‘Treasury’ column 
in the payment side by reference to the memoranda recorded by 
himself on the reverse of the counterfoils of cheques (vide note to 
paragraph 120.) 

\ 45. The actual balance of cash in each chest should be counted 
on the last working day of each month (i. e.) immediately after 
closing the cash account of the month under paragraph 142, but 
when this is not possible, the cash balance may be counted on the 
first working day of the following month before any disbursement 
is made on that date. A statement of the details of the actual 
balance should be prepared in P. W. A. form No. 5 and a certificate 
of the count of cash, specifying both in words and figures the 
actual cash balance (exclusive of imprest and temporary^ advance) 
should be recorded below the closing entries in the previous mouth’s 
cash book. This certificate should be signed by the disbursing 
officer who should invariably date his signature. 
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Should it not be possible for the disbursing officer, owing to 
his absence, to make the count on the dates prescribed in this 
paragraph, he should do so at the earliest opportunity, recording 
the reason for the delay on the cash balance report. 

146. Whenever on the contents of the cash chest being counted, 
the balance according to the cash book is found to be incorrect, it 
must, unless the error chu be detected and set 'right at once under 
paragraph 148, be rectified forthwith, by making the necessary receipt 
Or payment entry 'to cash found surplus in chest’ under deposit or ‘by 
cash found deficient in chest’ under ‘Miscellaneous P. W. Advance’ 
as the case may be. The administrative action to be taken on the 
occurrence of a deficiency must depend on the nature of each case. 

Notk-^ A ctual loaaes of pash by theft or other wiao and irrecoverable peraooal 
advances in oasQfl whore the persons to whom the advances were made are 
no longer in the service of (?{-overnmont are to be charged to Establishment 
sub head ‘Oontingonoios.’ 

IJ. Imprest Account. 

147* An imprest is a standing advance of a fixed sura of money 
given to an individual to make certain classes of disbursements 
which may Ije entrusted to his charge by the Divisional Officer or 
the Sub Divisional Officers in accdrdance with such rules and 
subjeqt to such restrictions, as may be laid down by the Govern- 
ment. The amount of an imprest should not, however, exceed 
five hundred rupees in any case, without the special sanction of 
the Government. 

148. The imprest cash account form is printed so as to facilitate 
copies being taken by carbon process. 'The first sheet should be 
retained by the Imprest holder and the detachable sheet supported 
by the necessary voucher should be forwarded to the officer from 
whom the imprest is held, whenever the imprest holder finds it 
necessary to have the amount recouped, or. it is proposed to 
increase or decrease the amount of the imprest or to close the 
account altogether. The account must, in any case, be closed at 
the end of each month and rendered so as to reach the officer from 
.whom the imprest is held, in time to enable him to incorporate the 
accounts in his cash book before it is closed for the mouth on the 
date fixed for the purpose. 

149, The recouping officer should examine the imprest cash 
account and the supporting voTiohers, initial and date the vouchers 
in token of approval and by a formal pay order (vide paragraph 
184 ) recorded on the account, authorise the recoupment, enhance- 
ment, reduction or closing of the imprest, as the case may be. Th© 
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account should then be abstracted and incorporated in the cash 
book in the manner prescribed in notes on P. 'W, A. forms Nos. 1 
and 2. 

Note— A Sub Divisional Officer can authorise temporary reduction ami roooupment 
of the imprests held by the sub irdinates in his sub division, l.ut the enhanoe- 
nient, permanent reduction or closing of the aooounts must be sanctioned 
by the Divisional Officer. 

Note 2— Should any item in an imprest account appear to the reooupinft officer to bo 
open to objection, the imprest should novorthnless bu reoonpod in 
full and the item under objection should bo olassilied undor the head 
‘miscellaneous Public Works Advanous’ for watch under that account 
until either the objection is removed or tho amount is made good hy 
the imprest-holder. 

150. The imprest-holder is responsible for tho safe custody of 
imprest money and he must at all times bo ready to produce the 
total amount of the imprest in vouchers or in cash. 

. III. Temporary Advance Account, 

151. When a disbursing officer makes a romittaiico to a sub- 
ordinate officer to enable him to make a number of specific petty 
payments on a muster roll or other voucher which has already been 
passed for payment, the amount remitted should be treated as a 
temporary advance and accounted for in the same way as an imprest. 
The account of a temporary advance should be closed as soon as 
possible. 

(1) This rule applies also to cash taken out of the cash 
chest by the disbursing officer himself for making })ayinents at a 
distance. 

(2) Sub-Divisional Officers may authorise payment of 
passed nominal muster rolls up to a limit of Ks. 10 by section 
officers from their imprests. 

G. Cheque Books and Receipt Books. 

152. Cheque books required by Divisional and Sub-Divisional 
Officers authorised to draw on treasuries and sub treasuries should 
be obtained by the Chief Engineer from the Accountant General 
and sent to the Superintendent, Workshops who distributes them' 
to the Divisional and Sub- Divisional Officers. Receipt books in 
Account Form No, 2 are obtained by them from the Ganeral Stores 
and issued to the Sub-Divisional Officers and Section Officers — ^vide 
Articles 127 and 128 of the Financial and Account Code, 

153. Cheque books and receipt books should he carefully 
ex^ined immediately on receipt by the officer concerned 
who should count the number of forms contained in each and 
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record a certificate of count on the fly leaf. In the case of books 
issued to the Sub Divisional Officers by the Divisional Officer, the 
ce^-tificate of the latter on the fly leaf will not dispense with the 
examination of the books on their receipt by the former. The Sub- 
Divisioiial Officer should make a fresh count in such cases and 
record a certificate of count again on the fly leaf as soon as the 
books come into his hands. 

154 . Counterfoils of used cheque books should be returned to 
the Divisional Officer for record in his office but those of completed 
' receipt books should be sent back to the Sub-Divisional Officer 
after their check in the Division Ofliice. The Sub-Diyisional 
Officer should keep them in some safe or box the key of which re« 
mains in his personal custody. 
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CHAPTEE VI. 

Stores, 

A. Intbodtjotoey. 

155. The general adminislranon of all the storoH of a division 
is vested in the Pivisional Officer on whom priraiu’ily dtjvolves the 
duty of arranging, in accordance with the rules, for (i> the acqui- 
sition of stores, (ii) their custody and distribution according to the 
requirements of works, and (iii) their disposal. 

156. Grovermnent servants entrusted by the Divisional Officers 
with the care, use or consumption of stores, are responsible for 
maintaining correct records and preqm'iug correct returns in respect 
of the stores entrusted to them. 

157. All transactions of receipts and issues should be recorded 
strictly in accordance with the rules in the order of occurrence and 
as soon as they take place- Fictitious stock adjustments arc strictly 
prohibited, such, for example, as (i) the debiting to work of the 
cost of materials not required or in excess of actual requirements, 
(ii) the debiting to a particular work for which funds arc availabhi, 
of the value of materials intended to be utilised on another work 
for which no funds are available, (iii) the writing back of the value 
of materials used on a work to avoid excess outlay over appropri- 
ation etc. Any breach of this rule constitutes a serious Irrcgukiity 
which will be brought prominently to the notice of the Government 
by the Accountant General. 

158. (a) The accounts of stores are based on the fundamental 
principles that the cost of their acquisition should be debited to the 
final head of account concerned or the particular work for whi h 
they are required, if either of these can be determined ac once } 
otherwise it should be kept in a suapeUBO account pending clearance, 
as the materials are actually issued, by charge to specific heads of 
accounts or works. 

(b) In accordance with this general rule, the cost of the 
supply of all stores required as tools and plant for the general use 
of the division is debited at once to the minor head ‘tools and plant’ 
subordinate to the major head under which such charges of the 
division are classified ; and special items of tools and pfent which 
are required not for general purposes but for a sjiecific work are 
charged off to that work. See also paragraph 4 of AppendixTl. 

Exception. Tools and plant held in the workshops and stores 
division are held as part of stock and are accounted for as such, as 
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they a‘i?o intended for issue to other divisions and departments. 
When so transferred the division receiving them will deal with them 
as in the rules in para 202 et seq. 

(c) Similarly all road metal required for the maintenance 
of a road or section of a road is charged at once to the minor head 
“Repairs’’ (communications) agaiust-the estimate sanctioned for the 
collection of it and when road metal is acquired specially for use 
in the construction of a road or other work, its cose is debited to 
the estimate for such construction. 

(d) In the case of other materials when purchases are made 
for the n^quireinojits of works generally, the cost is accounted for 
under the suspense head ‘Stock’ vide paragraph 494 of the Public 
Works Department Code. Materials purchased specially for a work 
are, however, charged to that work. 

159* The four classes of stores enumerated in paragraph 476 
of the Public Works Department Code thus fall into two distinct 
categories ns shown be]ow> 

1. Stores charged to suspense 

(i) Stock 

2, Stores finally charged off 

(ii) Tools and Plant 

(lii) Road metal 

tiv) Materials charged to works 

160, A numerical or quantity account of receipts, issues and 
bakncfls has to bo maintained for all stores, even though finally 
charged off, with a view to control the balances efficiently until the 
stores are finally disposed of either by consumption on works or 
otherwise. This quantity account has further to be reconciled 
periodically with the value accounts except in the case of tools and 
plant and road metal. The rules m this chapter are framed on the 
principle that, as far as possible, the initial records of all stores, as 
also the returns of Sub-Divisious should take account of quantities 
only and that the value accounts should be maintained in the Division 
Omoe. 

Notb. AcooimUtiK of cjodillar, pitch and asphalt which are required for road sor- 
faoing, lor maintouanoc ostiinates and for minor estimates for renewal will 
he oarrii'd out in the same way as in the case of road metal, vide para 

15 H (o) of this Oode. 

B. STOCK 
I. General 

161- The stock of a division is sometimes kept in a single go- 
down or yard in the charge of a store-keeper or oth-cr offip^r, qr 
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each Sab-Divisional OEficer may have separate stock iu_ Im -charge 
either at his headquarters or scattered over the sub-division in the 
direct custody of subordinates or other sectional officer.--, ^.gaiu 
the stock although scattered over the entire division may be in the 
general charge of a single official and the Sub-Divisional Offic-era 
may merely indent upon him, he keeping all the accounts. The 
rules prescribed below will apply whatever be the arrangement in 
force in the division. 

162 . Stock accounts should be maintained in the Sub-Divisional 
Office, A separate account should be kept in the division office of ' 
any stock which is directly under the charge of the Divisional 
Officer or of an officer under him and not under the orders of a 
Sub-Divisional Officer. 

II, Quantity Account^ 

(a) Receipts. 

163 . Materials may be received on stock from the following 
sources : — 

(a) Suppliers 

(J) Other sub-divisions, divisious or f’.'ip.irLm.-.rls ciu'-luding 
P. W. Workshops) 

(c) Manufacturer 

\d) Works, buildings etc. 

In all cases there should be proper authority for the recoipC by 
the store-keeper or the section officer concerned of matcrialB to bo 
brought on stock, 'rhis authority should be given in writing by 
the Divisional Officer or by the Sub-Divisioual Officer, if so autho- 
rised. 

164 . All materials received should be examined and counted or 
measured, as the case may be, when delivery is taken. The reconl 
of the detailed account or measurement should be kept in the 
measurement book in the manner prescribed in paragraphs 268 and 
269 and the total number or quantity received should be simullau- 
eously entered in the register of stock receipts P. W. A. Form No. 8. 
Such acknowledgment as may have to be given to a supplier for 
stores received from him can be signed only by the Divisional or 
Sub-Divisional Officer. Any certificate that the store-keeper or 
section officer concerned may be called upon to record in respect of 
the receipt of stores for this or any other purpose {vide paragraph 
17.)) should be given in the following form : — 

Keceived on, and duly recorded in 

the register of stock receipts- - 

See also page ...of Measurement Book No« 

Date... 

Signature.) 
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In Iho case o£ the general stores attached to the Workshops 
Division, the record of detailed count or measurement is made in. 
Fortn No. 8 Register of Stock receipts with suitable modifications, 
A daily report of receipts one for each sub- section of stores should 
also be simultaneously prepared from which the quantity and value 
ledgers are subsequently posted, 

(b) Issues. 

165. Materials may bo issued from stock for the following pur- 
jDOSos ; — 

(a) For use on works either by issue to contractors or direct 
(Vide para 296) 

(&) For despatch to other sub-divisions^ divisions or depart- 
ments, ^ 

(c) For sale to contractors, employees, other persons or local 
bodies with the sanction of the authority competent 
to order such sale-- vide paragraph 603 and 624* P. 
W. Department Code* 

They should be issued only on receipt of an indent in, P. W. 
A. Form No. 6 signed by the Divisional or Sub Divisional OflBcer. 

Notb 1* When oxi\mirung rogistera o£ etoak, issues and works abstraote, Sub-Bivi- 
Hioiial OiioorB should boo that in tiraetioo this rule is observed strietiy and 
they should doal suitably with instunoes of unauthorisea and exoesBivQ- 
• issues to woHcb made by Sectional Ollioors without due cause. 

Noth 2* The term 'works’ inoludoi mimnfaoture operations, vide Not o to para - 
gra£>h 1 71 • 

166 . Indents should be filled up carefully as all subsequent 
accounting dopeuds upon it. In the column ‘Hoad of Account', 
bolides entering the name of (he account head to which the issue of 
stores is chargeable, full names of divisions and oflfices to which 
stock is to be issued and of contractors, (employees, other persons or 
local bodies to whom it is authorised to be sold, 'should be added in 
all cases in which stores arc ordered to be issued otherwise than for 
the requirements of works within the divkion. The last column, 
headed 'Name of work ecc.’ should he filled in only when the stores 
are required for works within the division and in such cases the full 
nanui of the work as given in the estimates should be entered as 
well as t he name of the corkractor from whom the value is recovera- 
ble (vide paragraph 296). 

167 . When issuing materials from stock, the Store keeper or 
Section Officer should examine the indent (Form No. 6) and sign it 
in the space provided for the jturpose, after iuaking suitable altera- 
tions (attested ih each case by his dated initials) in the description 
and quantities of materials, if he is unable to comply with the indent 
in full. He should then prepare and sign the form of invoice 
attached to the indent according to the supply actually made and 
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siinultaneously make an entry in his register of stock issues’, P . W . 
A. form No. 8. The indent should be returned at once to the 
indenting oflScer and the signature of the officer roee-iving the 
materials should be obtained, as soon as possible, on the invoice 
which should be treated as a voucher in support of the entry in the 
register, 

(i) It should be seen that the acknowledgement of materials 
is signed either by the person to whom they are ordered to be 
delivered or despatched or by a duly authorised agent. This pre-- 
caution is specially necessary in the case of issues to contractors and 
private persons whose acknowledgements should set forth all the 
particulars mentioned in paragraph 304. 

(ii) Rule 1 applies also to issues made to contractors by the 
Section Officer himself without the production of an indent signed 
by higher authority (vide paragraph 165). 

168 . When making entries in the register of stock issuof, the 
Store-keeper or Section Officer should pay particular attention to 
record in the columns headed ‘to whom issued’ and ‘head of accounts 
etc. the full particulars as given in the last two columns of the 
indent or as otherwise known to him. 

If the materials are issued for use on a work, the particidars 
required to be entered in the column ‘name of work etc.’ of Form?6 
(vide paragraph 166) should invariably be given in the column *to 
whom issued’. 

169 - -A-s an exception to the general rule in paragraph 167, that 
ah stock transactions shall be shown in the accounts as soon as they 
occur, issues of petty stores by a section officer direct to works 
(vide para 236 (ii) under his supervision may be shown in the 
accounts collectively once a month when closing the accounts of the 
month. 

(c) Monthly abstract of receipts and issues. 

170 . The receipt and issue transactions of the entire Sub-Divi- 
sion should be abstracted monthly in a single abstract of stock 
receipts (Form No. 9) and in a single abstract of stock issues (Form 
No. 10) These forms should be posted in the Sub-Division Office 
from the registers of stock receipts and stock issues, P. W. A. Form 
No. 8 , entries being made only in respect of quantities. 

(i) The several transactions of the month need notrbe entered 
severally in the abstract, it being sufficient to show as a- single 
transaction, the total receipts from each source or the total issues to 
each account or work. The quantities received (or issued) in each 
transaction should be noted in the lower part of the abstract, against 
the entry of the transaction, in separate columns for each distinct 
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article ojE stock, these columns being so written up as to group the 
article by the prescribed heads of stock. After all transactions of 
the month have been posted, the total receipts (or issues) of each 
article should be computed and noted in the column headed ‘quanti- 
ties, in the upper part of the form. No entries need be made in 
the sub-division office in any of the money columns in either part of 
the form, as these will be filled up in the Division Office, vide 
paragraph 182. 

(ii) In posting column 1 of the abstracts, thofe receipts and 
issues of the month which represent transactions, the value of which 
is brought to account in the same month through the cash book or 
transfer entries, should be separated from transactions not so 
brought to account within the month (see paragraph 500.) 

(iii) It is loft to the Sub-Divisional Officer to make the most 
suitable arrangements for collecting the information required to 
complete these abstracts. The registers of stock receipts and stock 
issues of subordinates stationed at the sub-division headquarters 
may be obtained in original and store-keepers and section officers at 
out stations may bo required to furnish copies of their registers. 
Care should be taken to reconcile all transfers of stock between 
subordinates of the same sub-division and reconciled transactions 
connected with such transfers within ^ the sub-division should not 
appear in the abstracts of the sub-division. 

(iv) The registers of stock receipts and stock issues main- 
tained by section officers may, if necessary, be closed a little earlier 
than the date fixed for the closing of the sub-division accounts, (see 
Eule 1 to paragraph 465.) 

171 . When abstracting the transactions recorded in the registers 
of stock receipts and stock issues, care should be taken to observe 
strictly tlie prescribed accounts classification, vide Appendix I. It 
is not suflacieut bo enter the name of the major head affected ; but 
the minor and detailed heads should also be stated, as well as the 
additional particulars mentioned in paragraph 168, 

Notb Altliough ‘ raanufaoturo ’ in a aub-head of stock aooonnt, iaattes of atook to 
* manafaoture operations and receipts of out turn from manufnotnre shonid 
bo SMOunted for in the same way as issuoa to or from any.other diatmot 
head of .account and each saannfaotare operation should be treated as • 
separate work, aoo paragraph 68- 

172 The quantity accounts “of a particular month show all 

qnantities received or issued iu that month, but the corresponding 

cash puymentj ctish recovery, or other adjustment may not always 
appear dn the divisional accounts of the same month. To secure 
agreement between the quantity and value accounts, receipts and 
issues, the value of which cannot be adjusted in the accounts of tnu 
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month in which the actual transactions take place, should be ac- 
counted for in the abstracts under suspense heads * purchase and 
‘miscellaneous P. W. advances’ respectively, (see also rule (h) 1o 
paragraph 170.) 

(d) yeafly Balance Beturn 

173. (a) The total quantities of the receipts and issues of each 
article of stock, as recorded in the monthly abstracts, forma 9 ^ and 
10 should, before the abstracts are transmitted to the Divisional 
Officer, vide paragraph 468, be posted in the half yearly balance 
return, P. W. A. form No. 11 in the column provided for the' 
months concerned, both under ‘ receipts ’ and ‘ issues As soon as 
the receipts and issues of the last month of Jthe half year are posted, 
the closing balance should be worked out and encered both in 
column 21 ‘-closing balance carried forward’ of the return for that 
half, year 'and in column 6, ‘ balance brought forward ’ of the 
return for. the next half year, 

(fa) A separate return in this form should be prepared for 
each of the half years ending Makaram and Karkatagom embracing 
transactions up to the date on which the monthly accounts of the 
Bubi-diylsiou are closed. The return for each half year should 
emlsittace al^'JOrticles in stock. 

(c) Columns 22 and 23 of the form of the return are pro- 
vided so as to give the Sub-difrisional and the Divisional officers an 
opportunity of commenting on the conditions of the stores dr on 
the- rates arid of noticing cases in which the balances arc in excess 
of requiremeiitB. 

(e) Cvrreef^oii^, 

174. (a) Apy errors that may be discovered in the montlily 
abstracts, b^ore the accounts for the month are closed, may be set 
right .by the Sub-divisional or Divisional officer* Such corrections 
should be Blade neatly by scoring out the incorrect figures or othei 
entries and writing the correct ones above them and they should bs 
attested by dated initials. 

Noth* ,^ore-ifeeepera andsectioii ofiSders may aimilatly their respootire 

©f reeeipta arid I eaaet before eubtnitting-theno to the fiu b-Bi visional 
,, I: JlilifGleerB. 

(b) Mistakes subsequently taoticed should not be corrected 
except in accordance with a formal transfer entry or under In- 
tructiona received from the divisional office. 

(c) Erroneous entries noticed in a half yearly balance return 
which has not yet been submitted to the division, may be corrected 
by the Sub-Divisional officer,. only if the correspondfng entries n 

monthly abstracts concerned, or in the previous half yearly 
jfetimn, are correct or have been duly set right* 
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Ill, Value Accounts, 

(a) Payment for stock received- 

175. B ills o£ suppliers should, before payment, be examined 
and dealt with in the manner prescribed in paragraphs 263, 274- 
and 285. 

Special attention is invited to the rale in paragraph 281, the 
object of which is to prevv'.nt erroneous or double claims being put 
forward sucde.ssl'ully. Store-keepers and section officers may, if de- 
sired, be required to verify suppliers’ bills before payment 
para 164) but the disbursing officer is responsible that no payment 
IS made unless the precautions referred to above have been 
observed. 

176. Cash payment should not be made for stock received 
from other sources except in accordance with the rules in 
Appendix 15 of the Financial and Account Code. When under 
those rules payment for supplies made by any department is made 
in cash, the claims of such department should be dealt with in the 
same way as tho.'je of suppliers. In other cases, the necessary ad- 
justment of the (!oat, through the remittance or other head con- 
cerned, should bo made by t6e division office in accordance with the 
instructions in clniptors VII and XV after obtaining a verification 
of the claim wbich should not be certified wiihout crossing off the 
connected measurement book entries with a suitable remark {vide 
paragraph 164.) 

(b) Beooveries for stock issued. 

(i) Issue rates.. 

177. An issue rate is assigned to each new article as it is 
brought on stock. This rate is fixed on the principle that the coat 
to ba charged to works on which the materials have to be used 
should approximately erjual the actual cost of the stores and that 
there may be no ultimate profit or loss in the stock accounts. It 
should provide, beyond the original price, for carriage and other 
incidental chargh-s, if any, actually incurred on the acquisition of 
stores, such as ; — 

(i) the ex])enditiirc on work-charged establishment employed 

on handling and keeping the initial accounts, 

(ii) the expenditure on the custody of stock, 

(ill) the expimditure on the maintenance of the store go-down 
. ■ or yards, and 

(ivl losses from dopreoialion or wastage. 

(1) It is not necessary that the issue rate for an item should 
be the same in all sub-divisions ; but a uniform rate should ordin- 
arily be prescribed for all localities in a sub-division. 
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(2) The issue rates should be worked out to the nearest 
chackram, as far as possible. 

(3) In the case of the plant and machinery of the P. W. 
Workshops which are borne under stock, (vide cxc(‘])tion to para 158) 
the original book value shall include the original })rioii fixed and the 
cost of carriage to the stores. This book value shall be depreciated 
annually bj’^ the percentage fixed for ‘depreciation’ in conformity 
with the rxile (viii) in paragraph 514 of the Public Works Depart- 
ment Code. 

An estimate for working expenses of plant and machinery in 
the Stores Division shall be sanctioned under stock and the net ex- 
penditure or receipt transferred at the end of the year to 36 Build- 
ings etc.. Tools and Plant or to the receipt head ‘XXVII Buildings, 
etc. Ce) Fines and Refunds and (m)— Miscellaneous’ as the net result is 
a loss or profit. The portion of the hiring charges realised shall be 
credited direct to the head XXVII — (m). 

178. As purchases arc made or contracts for the supply of 
materials are entered into, variations in cost should bo watched and 
if these are appreciable, issue rates ' may, and in important cases 
shall, at once be raised or lowered, as may bo necessary. Further, 
when closing the half yearly register of stock (para 188), all rates 
inust be reviewed and revised, if necessary, to bring them within 
the market rates, 

17P. If the issue rate of an article of stock is a]»]»r(‘ci:ibly less 
than the market rate, the following precautions should be taken in 
addition to any restrictions on sales or on issues outside t.lie division 
which the divisional officer may prescribe. 

(а) Issues to contractors in pursuance of ]KU-agi-aphs 802 and 
303 should be restricted to the bonafido requirements of the works. 
Excess issues to contractors and sales should be cliiivged at the 
market rates. 

(б) Issues to other divisions and departments may be made 
at a rate higher than the issue rate. 

180. A storage rate is fixed annually for the P. W. Workshops 
on the basis of the actual storage charges incurred in the year pre- 
ceding the year which is previous to the year in question. This 
rule may with the sanction of Government be extended to any 
other stoves in which appreciable storage charges are incurred. 

(ii) Mode of Recovery. . , 

181- (a) The Sub-Divisional Officer or the Divisional Officer, as 
the case naay be, is responsible that the value of materials sold to 
municipalities and other local funds and the public, and of issues 
made to contractors for private use, is recovered in cash at the ear- 
liest opportunity. 
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Saler account in P. W. A. form No. 19 should be prepared 
in support of every such sale. 

(b) All adjustments of the value of stock issued except on 
sale should be made by the Divisional Ofl&cer as in the case of recei- 
pts, (vide paragraph 176.) The Sub-Divisional OlEcer, is, however, 
responsible for the clearance, from works accounts, of all outstand- 
ings against contractors on account of the recoverable value of 
materials issued to them by charge to works. 

* (c) The 20 per cent, supervision charge should be realised 
in addition to the value of stock in all cases in v^hich it is recoverable 
under paragraph .'iOG of the Public Works Department Code ; but 
the amounts recovered on this account should not be treated as re- 
ceipts on account of stock, but as revenue receipts or receipts on 
capital account, as the case may be. 

(o) Valuation of Quantity Accounts. 

182 . When received in the Division Office, the abstracts of re- 
ceipts and issues will be incomplete in respect of ( i ) the values of 
quantities shown as received and issued ( ii ) the calculation of the 
storage charges on the issues and ( iii ) cash or adjustment charges 
on account or manufacture operations, storage and incidental charges, 
such as those for cuD-iage, loading and unloading of stock materials. 
They should now be completed in all these respects; {Vide rule 1 to 
paragraph, 170.) 

(1) The lower part of each abstract should first be taken up. 
In this part, quantities of the several articles received or issued in con- 
nection with each transaction have ah’eady been entered separately 
in the column provided for'this purpose— vide rule (1) to paragraph 
170. 

These (juantlLies should now be valued by recording the 
amount of each just below it and the total value of each transaction 
should be shown in the first money column (third column of P. W. 
A. form No. 9 or sub column 1 or the second money column of 
P. W. A, form No. 10 as the case may be). In P. W. A. form No. lO, 
storage charges should be calculated on the book value entered in 
sub column 1 and shown in column 2 and a total of these two 
'columns should be entered in the third money column against 
each transaction. Total should be struck in the 3rd money column 
‘Total,* separately for each head of account. The upper part of the 
form shouB be valued next. The total of the values entered agaihst 
each ai?ticle in the lower part should be shown in the column 

♦ 1 — The 20 per oent. ohargea referred to in (o) above ahould not be levied 

on stock materials issued to the works in items- (a)> (.b) and (o) of rule i 
<A AppendbtU ai oentage oharges are separately le'^iableon aheca. 
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headed ‘ amount ’ (separately fur each article) against that article, 
it beiii^ seen further in the case of issues (hat this tot.al is (U]ual to 
the rate for the article innltiplied by the total quantity. Finally, 
the entries in the last money coluum should be totalled u]*, both for 
each sub-head of stock and for the whole abstract. In P. W. A. 
form No. 10, the total of the second money column in the lower 
part should be shown against the line ‘ total storage ’ in the upper 
part and grand total struck in that part. The grand total should 
agree with the total of the 3rd raoriey column ' total ’ in the lower 
part of the form. The cash and transfer entry debits and credits 
to stock rule 2 to paragraph 17 O’) should be agreed with the 
transactions pertaining to stock brought to account in the cash book 
and the transfer entry book — {vide paragraph 500.) 

(2) Receipts shouUi be valued on the basis of tint prices paid 
or payable as per bills or other claims. Extra charges when paid 
or adjusted, should bo posted as separate items without (pianlities, 

(3) Issues should be valued at the issues rates fixed for the 
purpose — {vide paragraphs 177 to 170.) 

(4) All entries made in the Division Oflico should be in 
red ink to distinguish from those made in the Sub-division Office. 

183. Carriage and other incidental chargcis should be debited to 
stock only when they are incurred hj connection with the general 
stock requireraonta (see also p!iragra|)h 304). These charge;? should 
be adjusted against the particular sub-heads unticr which the item 
is classified or the aub-head stcu'age of the stock account according 
as the charges have boon incurred before or after tlioccipiisitioii and 
delivery of the stores at the go-downs. 

184. To cla,ssify and collect by objects of expenditure, the 
charges debited to stock from time to time, the game jmoccdurc 
should be observed as is adopted in respect of i‘xi)i‘U<li;.aro of works, 
that is works abalraots and registers of works should be maiutuined. 
(see also paragraph 494.) 

TV. TIalf~ycarhj Jieglsicr of Stock. 

185. An account should be maintained in the Division Office to 
record month by month, separately for each sub-divimon, the 
transactions relating to each item of stock. This account should 
be in P. W. A. form No. 12, Half yearly register of stock, which 
is in three parts i 

Part I-^The Register 
Part II — The summary 
Part IH— The Review# 

186. Part 1 should as regards quantities be posted monthly 
from iho suh.divijiion ah-iracis, P. AV. A. forms Nos. 9 and 10, and 
balance^ half yeatly in the saffie manner as the sub-division half 
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yearly balance returns, (vide j)aragraph 1730 The only values tb 'be 
posted should ordinarily be the aggregate values of the total re- 
ceipts and issues for each sub^head, as recorded in the upper part 
of these abstracts. But if it is desired to maintain a value account 
of the receipts, issues or balances of any particulsar items, there is no 
objection to ^alue being recorded, in red ink, immediately beldw 
any of the quantities. l 

The Register should be laid before the Divisional OflScer witliin 
a week after the submission of the monthly accounts to the 
Accountant-General. 

187 - At the end of the half year, the closing balances of quanti- 
ties should be reconciled with those shown in the half yeAtly 
balance returns received from Sub* Divisional Officers (ctdij para- 
graph 469). The closing balances of the aggregate values of sub- 
heads should also be struck. Their reconciliation with the accounts 
wiU be effected through Part II, (mdtf paragraph 189.) 

188 . The register should then be closed, the following instruc- 
tions being observed in respect of money columns 20 to 24 s — 

(o) Market rates (column 24). This column should be filled 
up, in respect of each item, under the orders of the Divisiofial 
Officer by a person other than a ministerial subordinate. It should 
b6 Witten up at or about the close of the half year but before ally 
entries are made in the column for future issue rates. 

(b) Current issue rates (column 20). This column should have 
been filled up at the commencement of the half year in respect of 
items brought forward from the previous half year, and subsequen- 
tly, from time to time in respect of new items and items .’the rates 
of which are revised during the half yeari 

(c) Value of current is4ue rates (column 21). This 
should be written up at the close of the half year and should re- 
present the value of the closing balance at the issue rates cunent 
during the last month of the half year. 

(d) Future issue rates (column 22). This column should 
show the rate for issues during the following half year which 
should be fixed, separately for each item, in accordance with the 
principles laid down in paragraph 177 but should in no esse be in 
excess of the market rate. When opening the register for the 
following half year, the rates as shown in this column should be 
transcribed into the column for current issue rates of that register. 

(e) .Value at future issue rates (column 23.) This column 
ihotild show against each item the, .value of the closing balance, at 
the future issue rate. The entries' in this column should be tq^- 
^ l;>y BuVheads of stock for each sub-diyision, and to or from 
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total should be added or deducted as the case may be, amounts 
which have been debited to stock in advance o£ the actual receipt o£ 
stores and other debits or credits which are awaiting adjustment 
under the sub-head concerned for known reasons (to be recorded.) 
If the resultant figure does not agree with the corresponding book 
balance ;as brought out in column 19 (vid 0 para 187) an adjusting 
0 ntry(pius or minus representing respectively the deficit or surplus 
due solely to the revision of rates) should be made and a further 
total struck which should agree with the book balance. 

189. Part II. Summary, is intended to serve two purposes » 

(i) to prove the value 'balances brought in column 19 of 
Part I (Hide paragraph 187) and consequently the amounts of the 
surpluses and deficits requiring adjustment in couscquciurc of the 
revision; rates, and 

(ii) to abstract the value balances so as to bring out by 
sub heads of stock for the entire division, the aggregate value at 
current issue rates side by side with the balances as shown in the 
accounts. 

IPO. When Part H is completed, the Divisional Accountant 
should write up his report in Part III and submit it to the Divi- 
sional Officer who will then review the register of stock and record 
his remarks and orders in Part III. 

(1) This review should be directed to see sixickilly that 
stores are priced in accordance with the rules, that stocks are taken 
periodically by responsible officers, and that stocks of individual 
items are regulated on a consideration of actual requirements o£ the 
near future and with due regard to the average consumption of the 
past and to the prevailing market conditions. The object to secure 
is that the stock on the register shall consist only of efficient and 
necessary articles priced within the rates at which they could be 
purchased at the time. 

V. Zedjfer, 

191. The maintenance of a continuous ledger for each article of 
ktock is not necessary. It is permissible, however, to uso loose 
Card or leaf ledgers, in suitable form, in cases, «. g , those of electrical 
Stores where the number of articles handled is large and frequency 
of transactions renders it desirable to maintain, in respect * of eacm 
article, a daj to day record of the quantities received and issued 
presenting the resultant balance after each transaction. Where 
this system is adopted, the following instructions should be observ- 
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■ ■ (a) The card or leaf ledgers should be written up in respect 
of quantities only but, if values are entered therein for any purpose, 
they will not be recognised for purposes of accounts. 

(6) They should not replace the register of stock P. W. A. 
form ISfo. 12 but should on the other hand be reconciled therewith 
at convenient intervals. 

(c) If the maintenance of the registers of stock receipts and 
stock issues (form No. 8) is considered unnecessary, they may be 
dispensed with, provided that suitable arrangements are made for 
the abstracts of stock receipts and stock issues to be written up as 
transactions take place either by a responsible official or on the 
authority of written reports signed by such an official and support- 
ed by necessary vouchers. 

id) The ledgers, if necessary^ may be kept in a convenient 
position in the store go-down, but they should be kept locked, the 
keys being in the custody of the persons responsible for mating 
entries therein. 

192, A peripatetic staff of two clerks working under the control 
of the Accountant-General shall go about from stores to stores and 
check the account balance. 


193. The audit shall be closely followed by a physical verifica- 
tion of stores bv a (technically qualified officer not below the rank 
of a Supervisor (Rs. 100-150 grade). He should work under the 
control of the Accountant-General, The verification will be done 
half yearly. 

VI. Stock taking. 


194. The results of all verifications of stock {vide paragraph 
495 P, W- Department Code^ should be reported^ to the Divisional 
Officer for orders ; but as soon as a disqrepancy is noticed, the book 
balance must be set right by the verifying officer, treating a' surplus 
as a receipt and a deficit as an issue with a suitable remark. 

195. (a) The value of stores found surplus should be credited 
at once as a revenue receipt or a receipt on capital account, as the 
case may be. 

(6) The value of the deficit should, however, not be charged 
off finallv, but kept undet ‘miscellaneous P. "W. Advances’ pending 
recovery -or adjustment under orders of competent authority. 
Wiien the loss is declared to be irrecoverable and its write off 
ordered, a transfer entry should be prepared closing the head 
‘miscellaneous P, W. Advances’ by debit to. 


(i) the work* for which the itorea were epeoially colleoted if the »oooanl;» 
tliereof are still o|>en» or 
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the general head ‘ loBseion Btook ’ under one or more major hoada, ai may b« 

^ ^ decided hy competent authority, on a oonflideratiou of the objeota foi 
which the stores were slocked. 

196 . The rule iu paragraph 496 o£ the Public Works Depart- 
ment Code requires that the stock-taking of a sub-division may _ go 
on gradually throughout the year. The stocks of an article in a 
sub-division may, however, be scattered, and it may, therefore, not 
be possible in such a case to test the aggregate book balance of any 
article for the sub-division, by an actual verification of all the stocks 
of it at the same time. Where such conditions prevail the following 
expedients may be adopted. 

(a) Section officers may be required to maintain quantity ac- 
counts of receipts, issues and balances (in a form similar to the half- 
yearly balance return) of stock materials in tbeir charpu Those ac- 
counts should be posted monthly from the registers of stock receipts 
and stock issues before the latter are submitted to the Sub-dl visional 
Officer. 

(b) These accounts should bo submitted to the Hub-divisiou 
office at the close of each half year for record after reconciliation 
with the half yearly balance return of the sub-division, 

(c) As far as possible, the various stocks, in charge of a sec- 
rion officer, of each article, should be verified at or about the same 
time, so that the difference batweeu the section book balance and the 
actual balance may at once be known. This difference should be 
adjusted in the manner prescribed in paragraph 194 without wait- 
ing for the results of verification of stocks in other sections. 

(1) Before the adjustment of a difference is accepted fina ly 
by the Sub-Divisional Officer, he should test the correctness of the 
Section officer’s book balance by reference to the records of his own 
office. 

(2) The Section officers should be required a(, the time of 
the stock-taking to bring to account all issues to works made since 
the closing of the previous month’s accounts. 

197 . In the cases of special stores, depots, or divisions or of 
construction divisions, where there may be large concentratipn of 
stores, their physical verification should be done by the executive 
authorities in such detail as may be decided by (government in con- 
sultation with the Accountant-breneral. 

VJT. Recti Ttcaii on of accounts. 

198 . Clerical errors in value accounts should be dealt Vith ge- 
nerally under paragraph 143 (see also paragraph 174). Corrections 
of errors discovered after closing the accounts of the month, should 
when permissible, be made (i) by making entries of values (without 
quantities) in the stock accounts of the current month when no 
change is to be made m the head of account affected, and (ii) by 
preparing transfer entries in other cases. 
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199- Other corrections in stock accounts may be necessary in the 
following cases ; 

(i) When quantities are found surplus or short, either as the 
result of stock taking, or otherwise, vide paragraphs 495, 500 and 
501 of the Public Works Department Code. 

(ii) When issue rates have to be raised or lowered, vide 
paragraph 178. 

(iii) When stores of any description become unserviceable 
(vide paragraph 507 of the Public Works Department Code) and 

* have to be removed from stock. 

200. These corrections should be effected in the following 
manner : — 

(a) Both in quantity and value accounts all additions to 
quantities should be treated as receipts, and reductions therein as 
issues, a suitable remark being made in the entries in forms 8, 9 and 
and lO (see also paragraph 194 and 19.5), These entries must be 
made as soon as the differences in quantities come to notice, but in 
the case of materials to be declared unserviceable, no adjustment 
should be made until receipt of orders from competent authority 
which should be obtained on a sur^'■oy report in P. W. A. form 
No. 18. 

(b) Alterations in rates made when closing the register of 
stock should be carried out as indicated in paragraph 188 d. Those 
made on other occasions should be noted at once in parti of the re- 
gister of stock by making a fresh entry (with the m-)nth of change) 
in column 20. The rosnltunt rectification of the value of the stock 
balance should, in all cases, be made only when the register of stock 
is closed, wde paragnuph 188 e. The adjusting entries referred to 
in that paragraph should, however, be cleared on receipt of orders 
of competent authority, this clearance being effected by making 
suitable value entries, without any quantities, in the abstracts of re- 
ceipts and issues, forms 9 and 10 as the case may be, the values be- 
ing classified in accordance with the principle enunciated in para- 
graph 195. 

201. No correction will he made in the accounts in respect 61 
stores declared to be in excess of requirements, vide paragraph 49!; 
of the Public Works Department Code. Such sto.es will continue 
to be borne in the stock account until transferred elsewhere or 
otherwise disposed of in the ordinary course. 

C. Tools and Plant. 

, 1, Qeneral. 

202. The tools and plant of a division are of two kinds i 

(а) General or ordinary tools and plant, /. e. those required 
for*the general use of the division. 

(б) Special tools and plant i- e. those required not for 
general purposes, but for a specific work. 
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The cost of the supply, repairs and carriaj^e of {irticlea 
of class (a) is charged to the minor head ‘ tools and plant whereas 
similar charges of class (b) arc homo by the W(^rk coiuajrncd. In 
both oases, estimates for the purchase of tools and plan I, should be 
prepared and sanctioned and the ' •; incurred against san- 

ctioned estimates in the sam(' way as evp 'vdii )-;•(> on works. See 
paragraphs 602, 624 and 64l of the Dcpiirtment Code as regards 
powers of sanction, 

NoTgr— See exception luirJor pa’'ap;rapli 168 b anti rule (3) nn'Ior paraprpaph 177 of 
thm Code, with regard to tools and plant in the workshop and atom 
Division. 


203 . Kumerioal accounts of articles of both cla.'^ses should be 
kept in accordance with the following rules, a .'fp'.iraic H(,t of ac- 
counts being maintained in each sub-divi,S!ou and one in the 
division office. 

(1) The rules relating to numerioal acconiifs of tools and 
plant apply also to iinperiaha bio articles o. g. lym-a j i'fi fundtnre 
of rest houses and camp sheds and Government houSitH, Hurgical in- 
struments and hospital furniture etc. of special P. W. 1). dis|)r.iK:iri('.'j 
whether acquired by charge to head-s of account othor tlian ‘ tools 
and plant, or received free of cost. 


Noth.— The sub-division roturus in P. W. 4- foruis 1.^ and 14 and of the 

monthly aeconnts of roooipts and rt‘H]HN‘tivply of toolraad 

plant should bo oarofnlly filed in tho division ofFico afrtT 

audit, vide para 210, 


204 . The accounts of tools and plant Issutid for use by sub- 
ordinates of the sub-division, or temporarily lent to .'(MiI racidcs. as 
well as those articles lent to local bodies and olhcfrs under compe- 
tent authority, should be specially re.ruswc-d periodically and it 
should be seen that the articles are roturnod witliout lumecc -.-.arv 
delay and in good condition . ^ 

This paragraph also applies to tools and plant sent out 
for repairs. 


11. Numerical Accountf. 

(a) Receipts. 

j ^’’ticles received should be examined and counted when 

delivery IS taken and the transaction should 1«, polled in the Ac- 
count of Receipt of tools and plant, form No. 13. Such acknow- 
ledgment as may have to be given to the person from whom tho 
Mbcles are received, can be signed only by the Divi-iona! or Sub- 
^ivisional Officer. An acknowledgment should invariably be 
giv^n when articles lent are received back. 
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(1) Tile record of the detailed account should, in the case of pur- 
chases fro in suppliers, be kept in the measurement book in the 
manner presc rl’-cd ir. paragraphs 268 and 269. 

(2) The entries in form No. 13 in respect of the receipt back of 
articles lent or sent out {vide paragraph 204) should be made in red 
ink, with a reference to the original entries in the Account of issues 
of tools and plant. 

(6) Ismes. 

206. All transanctions of issues (including those of articles re- 
ferred to in paragraph 204) should be posted in the Account of 
Issues of tools and plant, P. W. A- form No. 14. Except in the 
case of cash ?ales, unstamped but dated acknowledgments must be 
obtained in support of all issues and in the case of tools etc., lent to 
contractors, such acknowledgments should further set forth the 
valuation of the articles lent .as determined by the Sub-Divisional 
Officer, see also rule (1) to paragraph 167. 

(Kutrias of articles referred to in paragraph 204 should be 
made in rod ink). 

(<;) Register of fools and plant. 

207. A consolidated account of receipts, issues and balances of 
tools and plant should be maintained in the sub' division office in 
P. W. A. form No.] S-Pegister of tools and plant. This account 
shbuld be for the twelve months ending ^lakarom, ( i. e., it 
should embrace transactions up to the date on which the accounts 
of the month are closed). It should be kept in three parts ; . 

Part I, For articles in baud. 

Part II. For .articles temporarily lent or sent out 
vide paragraph 204. 

Part III. For shortage awaiting adjustment. 

In part I, articles should be grouped uudelr the prescribed sub- 
headsj which are 

<i) Scientific instruments and drawing materials, 

(ii) Plant and machinery, 

(lii) Tools, 

fiv) Navigation plant, 

(v) Camp equipage, 

(vi) Live ■‘Stock, and 
.(vii) Office furniture. 

In part IT, the entries should be made in a liepaiate section for 
each contractor or other person to whom the articles are lent or 
sent out for repairs etc. Part III is brought into use only if any 
shortages come to notice and the instructions relating to it are given 
in paragraph 219. 
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208. Parts I and II of the rojiistor sliuald be j’ostod thus : — 

(a) The accounLs of receipts and issuop, P. W. A. forms 13 

and 14 should first bo totalled up moi'.thly whim closing the 
accounts of the month. 

(5) The total I’oreiptii and issues of oadi article thus arrivitd 
at should be posted in Part 1 of the register, form No. 15 iu the 
columns for receipts and issues rospoetively. 

(c) Each separaLe transaction conuocted with articles lent 
or sent out (vide panigiMph 204) should furChor be- ]>oHted in part H 
in the section reserved for the contractor or person concerned, arti- 
cles lent etc., being .shown under ‘debits’ and those received back 
under‘ credits’. 

209. As soon as the transact ion, s for the month of Makarora 
have been posted, the account should be closed and balanced and 
the closing balanc3.s should be carried forward to the next year’s 
return. 

210. Check in .Division OJiice. Tin. monthly account of receipts 
and issues of tools and plant iu foims i.'J and M received from 
the Sub-Divisional Officers sbotild be chockt-d in tlm Division Office 
so as to see that all tools and plant purchased or transferred from 
other divisions or sub-division.s have b.icn brought on to form 
No. 13 and that all issues of tools and plint arc .supported by "re- 
ceipts of the parties concerned and (hiit, iu tlui case trnnslera they 
have been- brought on to th.e account of rucci]>tH in form No. 13 of 
the sub-divisions concornod . The annual riif.urus of the sub-divisions 
in form No. 15, Register of tool? and ])laut, should also l)e checked 
with the' monthly returns in forms 13 and 14 before submission to 
the Accountant General. 

in. Payment for supplies. 

211 . Payment for tools and plant rocoivod from s!i[)p!icrs and 
other sources should be made generally in the manner pri-.^oribed 
for stock receipts in paragraphs 175 and 176. 

IV, Recoveries. 

(a) For uae of tools and plant. 

212. The procedure to be observed in charging the cost of tools 
and plaiat in the accounts of a division and in making adjustments 
on account of cost of tools and plant used on works executed on 
behalf of other divisions, departments stc., and on certain works of 
the division itself, is doscrib>.d in Appendix II. When tools and 
plant are lent to local bodies, contractors or others, vide paragraph 
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204, the hire and other charges due should be recovered regularly in 
accordance with the rules in para 514 o£ the Public Works Depart- 
ment Code. ^ 

Note To avoid disputes about the levy of hire charges on partioular article* 
lout by Govoruinont, contracts^ should invariably speaify in their agree- 
ini’nts what tools aud plant, if any, are to be supplied free of charoe to 
the contraotor- , 

(b) For sales and transfers. 

.213. The Sub-Divisional Officer is responsible that when tools 
aud plant are disposed of by sale or otherwise, with the sanction of 
competent authority, the amount recoverable from the parties con- 
cerned is realised at the earliest opportunity. If the amount is not 
received within the month in which the articles are delivered it 
should be charged to miscellaneous P. W. Advances as a Lie 
transaction, by the issue of a transfer entry. 

( 1 ) A sale account in form No. 19 should be prepared in 
support of every transaction, 

214, Whan tools and plant are transferred to other divisions or 
departrnents, the Sub-Divisional Officer should note in form No. 14 
in red ink just below the entries of quantities, the values thereof if 
recoverable under the rules in chapter XV. The necessary adjust- 
ment will be effected by the division office. 

21 5. The foregoing rules will ap,.ly equally to special tools and 
plant the cost of which was charged to a work or project. 

(1) On the completion, of a work or project on which special 

tools and pl.mt were used or when these tools and plant are no 
longer reepured for u'it; thereon, Ihe Divisional Ofllccrs may transfer 
them, if in efficient condition, to another work or project in the 
same division or in any other division where they may be required 
for immediate use after suitable valuation in consultation, if neces- 
sary, with the Superintendent, Workshop and Stores Division 
crediting the values thus determined to the work from which they 
are transferred by debit to the new work. ^ 

(2) A list of such tools and plant whether originally purchased 
.from the Workshop and Stores Division or from any other source 

should, when not required for immediate use on any other work or 
project in the same division or any other division, be circulated by 
the'Esecutive Engineer concerned to all other Executive Engineers 
requesting them to report if any of the plant in the list is likely to 
ba required for any work or project in their divisions in the .Lar 
future. Such of the plant as could bo used on any works or pro- 
jects in the near future should be transferred to the Public Works 
stores, with the information regarding the works for which they 
have to be reserved for and the probable ,date when they will be 
required for the worka. ■" 
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(3) The Workshop and Stores divishjn should not tuke into its 
stock articles ol! spcciiil tools and ))liuit unless it. is known (hat they 
are likely ^o be required for use a'l wh.'Vc in the nc.ir future, llvoa 
in the case of ordinary plant ollcrcd by any divi.^ion to ilus Public 
Workshop and Stores, such as ])um})s, rolhrs, port; bk; onfrinos and 
all other articles that arc in eoiniuou and regular use in t,he deqtart" 
ment, the Superintendent shall Imve the o}»!ion of tukiu" them over 
to the stores stock or not, ucoording to the stock existing at the 
tiTYift of the offer in the stores. 

j^OTBS i—l- Tt is not ponoiBsibl'i to wiiliibap-h iho Ormt of wiiaoa) tools and plaut 
in autioipalion of tlio possibiliiy of th<i urtioli'S boiii^ utiStHod on another 
work ox project at some distant dato. 

NoTb No articles can bn ri'incvod from the mim ‘rinul n*'oomitR. on tho plea 

that the aoooniits of tho work to which ih^'^ e/'Ht of th'* artioh^s wat char* 
god have been cloned* unti' timy artt aeUially transferred or until owing to 
their haring bcoontc unB‘TvicM'ab*n, (h'‘h* write t^S has b ’cn Hauctitminh 

216. Tools and plant which the Superintendout, Worksho]) and 
Stores Division, proposes to take nv.irfroin u division to the stonm 
stock under paragraph 121.') shiill he vahuid by him by taking into 
consideration tho life, the tlnai aclunl (‘ondition of the; plant and the 
then prevailing market price for a tiovv plant of th(i kind and the 
charges (to be estimated) that may have to be iniiurrt'd on over* 
haulage and repairs to tho plant, and ci’edit given to the extent of 
the Value so arrived at to the work .'I'U'- d by the Storea Divi- 
sion. In this case, the cost of > ...h aiul all repairs to tho 

plant and replacements should b.) hurne by the Hton-b dhi .:(<n but 
the freight charges to the Stores Division Office should be. borne by 
the work from which the plant is transfcrre,d. 

If any plant is considered unscrvieciibltt, it shall be condenunjd 
and the sanction of the competent aiPhority olPuiuod nii a survey 
report for its disposal either by auction iis u whole at the place at 
which it is kept or by breaking it up for its .!'>nij..Kj -id mnbirialfl to 
be transferred to the stock of the Stores D'v l , Trivandrum, as 
scrap cast iron or gun metal etc., for rcmelting, credit of tins amount 
of the sale or valuation of the scrap, as the case may Iw, being afford- 
ed to the work to which the value of the plant stands charged. . 

If any plant, although sorvieoablo, is not rcciuired for im- 
mediate use on any other work in any division or is not taken over 
by the Stores Division, it shall be sold with the sancliou ci the com'* 
petent authority either by public auction at the place at which it i« 
kept or by calling for sealed tenders or by any other ineiins consi- 
dered desirable by the sanctioning authority* 
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• V, Verification, 

217. The rule in paragraph 194 regarding verification of etock 
applies also to tools and plant, with the exception that when any 
articles are found deficient the note of the deficieney should be made 
in red ink in rhe account of issues, form No. 14 without making 
any entries in the quantity coluimis, so that the article may continue 
to be borne on (ho accounts of tools and plant, until the loss is 
adjusted by recovery or a sanctioned write off, (soe also paragraph 
2X9). 

VI, RectlflcatloB of Accounts. 

‘218. Clerical errors in fhe numerical accounts should be dealt 
with in the manner prescribed in paragraph 174 for stock accounts 
except that no transfer entries will be necessary. ^ 

219* Discrepancies in quantities and losses should be dealt with 
as under ; — 

(rt) When they are noticed, action should be taken as indi- 
citod in paragraph 217, losses being treated as deficiencies. 

(6) When writing up the register, (form No. 15) the de- 
ficiencies should be registered in part III under ‘debits’ and their 
clearance should be watched. Articles found surplus will be treated 
as receipts iu Part I and wdll therefore require no further action. 

(c) If the deficiencies are made good in kind, the receipt or 
recovery should be shown in the accounts of receipts, forrn No. 13, 
without making any entry in the quantity columns and, when fast- 
ing the account in the register, form No. 15, the articles received 
should uot be entered in Part I, but taken (with a suitable remark) 
direcL to part III under ‘credits’, ia clearance of the debit outstand- 
ing therein. 

(d) If ihe, deficiencies are made good by recovery of their 
cost or their write off is sanctioned, the articles should be shown, as 
issued, in the account of issues, form No. 14, with suitable re- 
marks, and when this entry is transcribed into the register, form 
No. 15, it should not only be entered in part L in the ordinary way, 
but also entered with a suitiible remark in part III, as in case (c), 
thus clearing debits outstanding therein. 

The authority to write off should bo ob*'ained on survey report 
in form No. 18- 

D. Eoad Metal. 

I. Quantity Accounts. 

220. Supplies of road metal should be measured and paid for in 
the same way us 'supplies of other materials for works, vide chapter 
IX. But as metal is often kept in store at the road side before 
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being laid down, a quantity account of it should be maintained in 
the sub-division oflSce in form P. W.A. No, 16 ‘Statement of hiceipts, 
issues and balance of road metal’, copies on loose sheslB being sub* 
mitted monthly to the Divisional Oflicin- within a I’ortniglJt of the 
submission of the monthly accounts 

(1) The authority to write oft shouM bti obianicd on a sur- 
vey report in form No, 18. 

(2) This statement should show, mile by mile, the receipt, 
disposal and balances of road metal of eaelikiud (scone, gravel, sand 
etc.) The balauca of metnl in each mile should be shown, whether 
there are any transactions on it during the month or not, 

(3) The statement should also show the total metal received 
and issued on each mile of the road at the end of the at'conni. for 
any road or section of a road ; an abstract should be^ worked out to 
show the receipts and issues according to ustimntes for thy purpose 
of check with the works accounts, lleferenct! should al.so be given 
in the ab^stract, to the measurement books showing the receipt of 
metal and to paid vouchers showing lala)ur oh:irg<'s for sjwi^ading 
the same- The total balance as per this abstract should agree with 
the total balance of the sttiterneut. 

Surfaoinpj materials, such as ooaltar, pitch, ftwphalt, and iiroprictary road 
surfacing stocked Eor luaiatonaiioo oatiiuateH and for rnimor estimates for 
renewals at the roadside will be aocoautotl f(^r iu the name way and at the 
time as road metal and will alto ho cuterrd iu the ruad melal roturn, 
(see note to paragraph 160*) ^ 

221 , Unused balances of road melal should bo vorilied at lea.st 
once a year in the manner prescribed in piU'agmphs 41)5 and 490 of 
the Public Works Department Code and wlicnover this verilicatiou 
is made, a report of verification of the road metal should bo pre- 
pared by tba Sub-divisional officer, sh(jwiiig the buhinces as per 
account in form No. 16 and actual verified balances, with explana- 
tions for discrepancies and rccommetidatious as to their !ulju^tmo^t. 
A similar verification should be made whenever the oflSotir respon- 
sible for the balance of road metal is transfia-rcd. 

II. Rectification of Accounts. 

222 . Metal found surplus, as the result of check measurement 
or otherwise, should at once be brought on to the ({uantity accounts.. 
Deficits should not, however, be removed from the quantity 
accounts until recovery of their value or receipt of sanction to write 
off ; but a red ink remark should be recorded at. once and 
carried forward, from month to month, until the discrepancy ia set 
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III. Schedule ol Rates. 

223 . A rate book or schedule of rates, showing the lowest rate 
at which metal can be supplied to the roadside throughout the 
division should be kept in the division office in P. W. A. form 
No- 17 with such modifications as may be considered necessary to 
suit local conditions. The rates should be revised, from time to 
time, as old quarries are exhausted or new ones opened or as other 
circumstances affect the rates, vide paragraph 218 of the Department 
Qode. 

. IV. Chars'«fl of Quarrios. 

224. When land is acquired for extracting road metal primarily 
intended for, 

(i) the maintenance of an existing road, or 

(ii) the construction of a new road or the raising in class of 
an existing road, 

the following principles of accounting should be followed in adjust- 
ing the charges connected with the land and quarries j 

(a) When the charges do not exceed Rs. 500, the amount 
should be debited direct to ‘ repairs ’ or to ‘ original works ’ accord- 
ing as the quarry is intended to serve the purpose specffied in 
clause (i) or (ii) above. 

(A) When the charges exceed Rs. 500 and the road metal 
ie required to maintain an existing road or roads for a series of 
year.s, the total initial outlay should be debited to the sub-head 
‘ land, kilns, etc.’ of the stock account, and this sub-head should be 
gradually relieved, by debit to the collection estimates of each year, 
in the manner prescribed in paragraph 374 for similar charges 
connected with manufacture operations- 

(c) When the charges exceed Rs. 500 and the road metal is 
required for the purpose specified in clause (ii) above, the Divisional 
officer should charge direct to the original work concerned, such 
portion of the cost as is proper. The balance, if any, should be 
debited to the sub-head ‘land, kilns, etc.’ of the stock account, and 
this sub-head should eventually be cleared by debit to * repairs ’ in 
the manner described in paragraph 874 5. 

E. Matbkials charged to Works. 

225. The account procedure relating to materials obtained 
specially for work is described in Chapter IX. Special tools and 
plant charged to works do not fall under the category of ‘materials 
charged to works ’ vide paragraphs 202 and SOS* 
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CHAPTEIi VIl. 

Transfer Entries. 

226 , Transfer entries i. entries intianUsi to trMiafer an item 
of receipt or charge from the account ttf n work in progress or of a 
regular head of account to (he account of niiotlur Wftrk or hti&l are 
necessary — ’’ 

(а) In order to correct an error of in the 

original accounts. 

(1) Sometimes it is more canvtaiient (o chnsaify items 
pertaining to several heads (or works) umier a hingh* h^id in Ihe 
first instance than to classify them ctuih from the hi-uinnhig 

For example, when a joint work in wliieli s,*v«;ra! purrioB are 
interested is undertaken, the iiulividual tnuwactiona wlatingtoix 
are taken to tlie accounts of a single i«irty in the first instance, and 
before closing the accounts of a month, the nro.^x,r\ distributiot 
over all the accounts is effected by transfur entry. 

(б) In order to adjust by debit or malit to tin, proper head 
of account (or work), an item ouftt;mdln*r in » -,i. ueeount or 
under a debt head* 

Nori;~Th6Tftliiflof inaterialH iMued fr.vm t.. a werk i» not ndjuirtiwl hy a 
tratiafor J'ot tkTough th« rtook io mini «| thn end «£ ihn taonih 
«•(/« pwagraph 800 of tliit oodo. 

(c) In order to bring to account: certuin clnsses of tratisac. 
tious which do not pass through tho ciihIi or tilovk a- noimt <?. //. 

(i) for credit to ‘ purchuscH ’ im account of loaterkli! 
SoTInd sourccH other than ntock, paragraphs 

(U) for credit to ' P, W. DunositH* on account of balances 
due to contractors on closed accountH (mde paragraph S36j) 

(iii) for credit to rcVt*nuu hcaila on acwnint of revenue 
not recovered in cash ; 

(iv) for original debits or (jrodits to rifuiittauoe heads 
baaed on transactions not :ip]muring in cash or slock accounts ; 

, cr^its to the heads concerned of the sovtsral per. 

cen ages leviable under tho rules s. g. those on acetjunt of storage 
(when not received m cash), establishmoiu , tools and ^luiit, work- 
shop charges, inde paragraph 506 of the P, W. Bapurtment Code 
and Appendix 11 and paragraph 418 of this Code. 



CHAP. VIl] 


1?BAN8PBB BNTBIBS 


6f 


(d) In order to respond to a remittance transaction advised 
by the Accountant General, if the corresponding debit or credit to 
the remittance head has not actually appeared in the accounts ; 

(e) In order to relieve the account of a work in progress 

of 

(i) items which have ceased to be chargeable against the 
estimate for the work ; and 

(ii) suspense charges which can no longer be kept within 
the accounts of the work (vide paragraph 329). Such transfer 
entries are necessary either when the accounts of any contractor or 
of the work itself are to be closed, or when any recoveries (other- 
wise than in cash) have become due, ff. by the transfer of stores 
to any other work or account. 

227 . For every transfer entry there must either be an author- 
ity in Form No. 49 transfer entry order, or an order recorded on 
another document (e. g. survey report, form No. 18) and final bill 
of a conlractor’s closed account placed under public works deposit 
which sets forth all the necessary particulars ; see also paragraphs 
471 and 489. 

(1) In cases in which the transfer entry order is not required 
to be submitted to audit with the monthly account, vidt paragraph 
603, the necessary order, if not initiated % a Sub-Divisional Officer, 
may be signified by the Divisional Officer’s initials against the 
entry in the transfer entry book (paragraph J31). 

(2) There is no objection to a transfer entry covering a 
numbsr of adjustroents and corrections, provided that all the 
necessary particulars are set forth in respect of each. 

(3) Transfer entries initiated by the Sub-Divisional Officer 
should be done in triplicate, the second and third copies being 
prepared by the carbon copy process. The Division Office will file 
one copy in support of an abbreviated entry in the adjustment 
register and forward the second copy to the Accountant General’s 
Office in support of the monthly account vide 503 (vi). 

228 . A transfer entry order may be initiated by the Sub-Divi- 
sional Officer and should be so initiated by him in all cases falling 
within clauses (a), (b), (c) & (e) of paragraph 226 which come within 
his cognisance. 

229 . Tfie Divisional Officer is responsible that no transfer entry 
is made in the accounts unless admissible under the rules, that a 
transfer entry is made as soon as it becomes necessary, and that 
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transfer entry orders in respect of transactions fjilling under clauses 
(a), (b) & (e) of paragraph 226, proposed by Sub- Divisional Officers 
are countersigned by himself in token of acceptance. 

Transfer entries should receive the special attention of Divi- 
sional Officers so that habitual errors and misclasBifications in the 
accounts of subordinate offices may not remain un-noticed. 

230 . All transfer entry orders should sot forth such explanation 
o! the correction or adjustment proposed to be made, as would 
establish clearly the correctness and necessity of the entry. 

(1) In cases of corrections involving a reduction in the charges 
against the estimate of a work, it is essential nof only that fuU 
particulars of the vouchers and accounts in which the erroneous 
charges originally appeared are specified, but also that the circums- 
tances in which the charges were wrongly allocated under the 
estimate for the work are clearly set forth. It is not sufficient t® 
state that the charges were erroneously classified previously. 

231. All transfer entries ordered to be made should be registered 
in the transfer entry book, form No. 50 maintained in the Division 
Office. Entries should be grouped separately for each month in the 
accounts of which they are to be incorporated. Before the book is 
closed monthly, the Divisional Accountant should see that no adjust- 
ments which are required to be made under any rule are omitted. 

232 . No transfer should be made from one sub head to another 
in the accounts of a work except on the authority of a formal 
transfer entry order prepared in accordance with the procedure 
prescribed in this chapter and approved by the Divisional Officer. 
The order should be filed with the Works Abstract for the month 
in which the transfer is effected and it should not be entered in the 
transfer entry book. 
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CHAPTEK VIII. 

Revenue Receipts 

A. Gsnbbal 

233 . Public Works revenue is assessed and realised in accord- 
ance with the rules prescribed by the Government. The detailed 
rules relating to the realisation of revenue from miscellaneous pro- 
perties and rents of buildings are contained in paragraphs 520 and 
52 1 of the Public Works Department Code. The rules relating to 
license and other fees from navigftion are contained in the Public 
Canals and Ferries Acts and the rules issued thereunder. The bulk 
of the irrigation revenue for the supply of water for cultivation 
purposes is collected by the Land Revenue Department and the 
Public Works Department has no hand in its collection or accounts. 
The general principles for the hiring of tools and plant including 
floating plant are contained in paragraphs 514 to 516 of the Public 
Works Department Code- When revenue is collected, it should be 
correctly brought to account in accordance with the classification 
prescribed in Appendix I. 

234 . A register of miscellaneous properties should be maintain- 
ed in each sub-division in P.W.A. Form No.dU. In order that no 
item of revenue may be lost sight of, this register should be submitted 
monthly to the Division Office and also at the time of the audit 
inspection. 

On the first page of tho register there should be clear informa- 
tion available to show (i) that the register is signed by the Sub-Divi- 
sional OKicer every mouth whether thereare transactions during the 
month or not; (ii) when the register is sent to the Division Office and 
(iiil when it is received back in the Sub -Division Office. When there 
are no transactions in a mouth, the register need not be submitted 
by the Sub-Divisional Officer to the Divisional Officer. The reason 
for the non-submission should be recorded in the register against 
the month under the signature of the Sub-Divisional Officer and 
the fact intimated to the Divisional Officer. 

235 . The licensing and registration of vessels under the Canals 
and Ferries Act and the collection and accounting of fees therefrom 
are detailed in the subsidiary rules passed by Government in E. Dis. 
No. 938/S4/P. W. dated 28-7.1924. The forms necessary for the 
accounting pf this revenue are also appended to the above rules. 
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236. Distinction must be made between receipts which are 
finally creditable to Government as revenue of tho department' and 
transactions which represent merely such cash or other value received 
as has either to be eventually repaid or to be utilised to meet 
the cost of some service to be rendered or already rendered or to be 
taken in reduction of expenditure previously incurred. Receipts 
of the latter class are creditable to the debt, deposit, remittance or 
expenditure head concerned and are not subject to the rules of this 
chapter. See also statement A of Appendix I. 

Hot*. — 1* For approprittion of unclaimed balanoea lying in the deposit »o«o«nt«» 
Biee paragraph 427. 

Noth.— f. The iale proceeds of trees felled in the pound of the Fuldio OfBoes 
should be treated as XXVII, sale of avenmc trees, if the felling is done in 
the course of execution of works by the W* D* In other oases, the 
sale proceeds of the nssufruot of trees and of trees felled should bo 
sredited to the Dspartment to which the atvafc of niaintonunoe of the 
sompound is charged. 

237. (a) It is not permissible, except in the case of storage 
charges on stock sold on credit, to credit revenue to tbe head con- 
cerned until it is realised, but Divisional Officers are responsible 
that demands are made as revenue falls due, that steps are taken 
with a view to effect prompt realisation of all revenue, regular or 
occasional and that proper records are kept to show in respect of 
all items of revenue, recurring or non-recurring, the assessmcttts 
made, the progress of recovery and the outstanding debts due to 
Government, 

The object of this rule is that all classes of revenue 
whether accruing from property of any kind, from leases of rights 
and concessions (c. g. rights for fishing, etc., and the use of water 
power) or from any other source are properly watched. 

(b) The recovery of all debts due to Government should 
receive the special attention of the Divisional Officer and ho debt 
should be remitted or written off except under the orders of com- 
petent authority. 

B. Land Rbvknue Dspaetmint. 

238. When revenue from irrigation is realised in the Land 

Revenue Department, the procedure described below should be 
observed : • 

(a) The collections made in the Land Revenue Department 
are paid direct into treasuries. They are brought to account to 
cr^it of the revenue heads concerned in the Audit Office without 
being passed on to the Divisional Officer for adjustment. 



CHAP. Vlll] 


EBVBNtja BBOHIPIS 


71 


(6) The Accountant General should bring to the notice of 
the Land Revenue Commissioner and the Chief Engineer any 
marked short-coming of revenue realisations as compared with tii* 
budget estimates. 

C. Ehntb oj buildings ahd lands 
I. Demands- and Recoveries 
(a) From Irivate persons 

339. When a public building, land or ether property is let 
to a person not in the service of Government, the full assessed rout 
should be recovered in advance. 

Note : —Suedi roceived in ftdy«,tioi fop payment of rants of Undi should bo 
credited to rerenue. 

(i) From Government servants and pensioners 

240 . The recovery of rents from Government servants occu- 
pying rentable buildings in charge of the department may be made 
either in cash or by deduction from their pay bills through the 
treasury officer or other disbursing officer concerned, in accordance 
with the rules in. articles 247 to 257 of the Travancore Financial 
an^ Account Code. 

The system of direct recovery in cash from employees of 
other divisions and departments is ordinarily not suitable when 
the rent recoverable is dependent upon the rate of pay of the occu- 
pant. 

Amounts due on account of the hire of Government furniture 
and on account of the value of articles of furniture and other 
Government properties lost or damaged W a Government servant 
as well as any other dues for which a Government servant may 
be liable to Government in respect of the residence allotted to him 
may also be recovered in cash or by deduction from pay bills in 
accordance with the rules in this paragraph. 

241. When rent is recoverable in cash, a bill in a suitable 
form should be Sent to the tenant on or before the last day of 
each month- The tenant should be required to pay in the rent be- 
fore the 'expiry of the following month. 

242. When recoveries of rent are to be effected through a 
treasury officer or other disbursing officer, a demand in P.W.A. 
form No. 46, statement of rents recoverable in cash or by deduction 
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from pay bills, should be sent, in duplicate at least 4 days before 
the last day of each month, to the officer concerned who will make 
the necessary recoveries and return one copy of the statcsment duly 
completed between the 2Snd and 25th of the following month. 

(1) Treasury officers and other disbursing officers have 
instructions to recover the amounts specified by the Divisional officer 
without prior reference to the tenants and to note, in the statement 
of rents, the particulars of emoluments and of charges therein in res- 
pect of Government servants whose rent is limited to a percentage 
of such emoluments. 

( 2 ) If the rent recoverable from a Government servant is 
limited to a certain percentage of his emolument and the emolument 
is changed retrospectively, the rate at which rent is recovered 
should also be changed retrospectively. 

(3) if a Divisional Accountant becomes aware that the 
salary of a Government servant has been changed in respect of a 
period during which he occupied a Government residence at some 
other station or stations, he should see that the intimation of the 
change of emoluments is given to the Divisional Officers of the 
stations concerned to enable them to recover the arrears of rent 
when necessary. 

(4) In cases of cash recovery . from Government servants, the 
Division Office should obtain from the disbursing officers a certified 
statement in form No. 46. 

(5) In form No. 46 will also be included any amounts due 
on account of the hire of Government furniture, the value of arti- 
cles of furniture and other Government property lost or damaged 
by a Government servant as well as any other dues for which a 
Goverument servant may be liable to Government in respect of the 
residence allotted to him. 

(6) A separate form No. 46 should be prepared in respect 
of each tenant who is a gazetted officer who draws his pay direct 
from the treasury. For nou -gazetted officers, there should be a single 
consolidated form for each class of establishment whose pay is drawn 
in a separate bill. Particulars in regard to this should be obtamed 
by the division office from the drawing officers. 

{ 7 ) In the case of gazetted officers, the P.W.A.Form No.46 
will be filled up from the information contained in the pay slip rece. 
ived from the audit office under paragraph 122 of the Audit Code 
When a tenant goes into occupation of a residence, the Divisional offi- 
cer will intimate the fact to the Accountant Gtaneral and call for pav 



OBAV TUI 


SHTHXm BHdPTg 


slip. In the case of non-gaaetted officers, the P.W.A. Fortn No. 46 
will be prepared on, the basis of information to be obtained from 
drawing officers. 

243 . In preparing the statement of demands, the Executive 
Engineer should rely ' upon copies' of pay slips of gazetted officers 
received from the' Accountant General and intimations, from heads of 
offices, of the changes in the emoluments of non-gazetted officers 
occupying Government residences. The completed copy of P.W.A. 
Form No, 46 returned by the Treasury Officer should also be made 
jise of in preparing the statement of rents for the next month, and 
the assessment should be revised whenever any change of emolu- 
ments has been noted by the Treasury Officer. The Executive Engineer 
should provide also for the recovery of additional rent due either 
because the full amount has not been collected in the previous month, 
or because arrears of emoluments. have. been, paid to a Government 
servant. 

NOTE :-**A£tei naoMsary aotion ha* been taken on the atatenaeiit of rent* In 
P. W. A. form No. 46 tetatned . by the Treaenry Offloer, iths 
Exeouti'fo Engineer will forward it to the Audit Offioe with the 
monthly return of building*. 

244 * Amounts recovered by Treasury Off'lcers by deduction 
from pay bills cashed a( Treasuries will not be passed on to the 
Divisional Officer -for adjustment as the Accountant General will 
or^it the revenue head direct in his own books. The Divisional Officer 
should, however, credit the accounts of the tenants in the register 
for rents of buildings and lands in Account form No. 21, 
paragraph 255, with the recoveries as certified by* the treasury, dis- 
bursing, or drawing bffieer concerned. 

(1 ) The Accountant General will forward to the Division 
office the statement in P.W. A. Form No 46 received during a month 
in the audit office with the accounts of treasuries for verification with 
ths set' of statements received in the Division Office direct Irom the 
treasury. The Divisional Accountant should see that no statement 
pertaining to that treasury has been omitted to be sent by the Anqit 
Office. He should compare these with the corresponding enfries^ m 
the register of rents of buildings and lands (Account form No. 21) 
and take steps to raise the assessment of rents of Government ser- 
vants whose rates 'Of emoluments have been altered by the 
audit office. 

(2) When a Government servant is transferred or proceeds 
on leave or retires^ the Exeoitive Engineer should give the Treasury 

as. early a noticeias po^ible of the date q|>to which Tent 
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All Heads of departments and otficea should furnish not 
later than I5th of every month, to the Executive Engineer, a 
statement in suitable form showing the particulars regarding the 
names, designations, emoluments, etc., of the officers occupying 
quarters provided by Government irrespective of the fact that rent 
IS payable for them or not, and the changes^ in the occupancy of 
such buildings. In the case of vacant buildings. Heads of oHioes 
should furnish information as to what period each building is ex- 
pected to be vucaut and whether the building will be requited 
during that period by any officar of the same department. The 
Executive Engineer should then consider the desirability of finding 
tenants for the vacant buildings. 

NOTE .—For the parpose ot the abore rale» it wiH bo miffioient if h'^ads of 
Officoa intimate monthly in the form of additions to and ohongei 
in the oorapleted statement onoe furnished. Whan there are 
no changes, the faot should be intimated to the Exoautivo 
Engineer conoerned. 

245. The duties of Treasury Officers in matter of recovery 
of.'- rents are laid down below: — 

(i) The Treasury Officer will note in column 6 of both copi- 
es of statement of rent recording at the bottom of the statement 
a certificate that he has done so. 

(а) the emobmonts actually drawn by the tenant wh'sre they differ from 

those entered by the Executive Engineer in column 3* 

(б) any sum drawn by the tenant as arrearf of emolnineats with details o< 
the rale at and period for which it has been drawn- 

He will also note in column 6 the number of the bill from which 
deduction of each item of the rent was made, and if, in any in- 
stance, the rent in column 4 has not been recovered iu full, a brief 
explanation of the reasons for non-recovery. 

(ii) He "will return one copy of the statement thus com- 
pleted to the Executive Engineer so as to reach the lattrjr ottcer 
by the 25th of every month. 

(iu) --He will obtain from sub treasuries details of re- 
coveries of rent effected there in time for inclusion in this c(.>py of 
the statement of rents. Any subsequent recoveries effected by the 
Treasury Officer, or a Sub-Treasury officer, too late for inclusion iu 
the statement, should be included in the statement of the following 
month. 

(iv) He will compare and agree the total of the recove- 
ries shown in the other copy of the statement of rents (which 
should include recoveries made too late for inclusion in the first 
copy) with the total credits in the treasury account and will submit 
this copy to the audit office with the treasury account- for the 
mpxth in which the recoveries were made* 
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(v) He will continue to recover rent at a rate once inti- 
mated by the Executive Engineer until advice to the contrary is 
received from him, whether the monthly demand statement P. W, 
A. form No. 46 has been received or not ; and when a GroVernment 
servant is transferred, proceeds on leave, or retires, he will, unless- 
or, herwise instructed by the Executive Engineer. — 

(a) if the Government servant is paid up to the date of 
making over charge, recover from the pay bill the rent due up to 
that date ; 

(b^ if the Government servant is not paid up to the date 
of making over charge, recover from any pay bill paid, the rent 
due for the period covered by the pay bill, and note on the reverse 
of the last pay certificate the balance of rent due for recovery 
on account of the remaining period up to the date of making over 
charge. 

(vi) He will not conduct any correspondence with, tenants 
oti the subject of their rents but will refer them to the Executive 
Engineer. 

246. Recoveries made by other disbursing officers should be 
credited to the accounts of tenants in the register of rents of buil- 
dings and lands, Account form No- 21 and adjusted in the division 
accounts by debit to the remittance head concerned, on the autho,* 
rity of’ the certified statements received back from them without 
waiting for the intimation of the corresponding credit from the 
audit Office. 

247. A tenant who is in receipt of a pension from Government 
should be treated as a .private individual for the purpose of these 
rules. Bat if he desires to make payment by deductions from his 
pension, recoveries from him may be made through the Treasury 
Officer or other disbursing officer concerned, on the pensioner’s 
furnishing the Divisional Officer with a written request authorising 
such deduction. This authority should be transmitted to the 
Treasury of disbursing officer with the first demand. 

2^S- . In the case of vacation of quarters by a Government 
servant before the last day of a month, owing to his departure oh 
transfer, leave or retirement, the demand for the rent for the broken 
period should be made at once so that the amount due may be re- 
covered before his departure. 

249- Pending orders on a ‘representation .against the Divisional 
Officer’s assessment, the amount assessed should be paid by ten 
ants on demand.* Should the representation prove successful, the 
excess charged should be adjusted as soon as oiders are issued, by 
a deduction in the assessment of a subsequent month, or- if this is 
pot practicable or convenient by an actual repayment. 
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250. Remiasions of irrigation rdvenuo allowed before collection 
ihould be treated as redactions of demands and cash re-paymenta 
of aacb revenue after collection, as "refunds” of revenue* All 
other refunds of revenue and repayments of receipts and recoveries 
on capital account (Appendix I {Statement A) should be taken in 
reduction of the receipts under the heads concerned. 

251. Refore a remission or refund of any kind, otherwise in 
order, is allowed, the original denoand or realisation, as the case 
may be, should be traced and a reference to the remission or payment 
should be so recorded against the original entry in the cash book 
and other accounts as to make the entertainment of a double or 
erroneous claim impossible. Any ackiiowlcilgmcnt previously 
granted should be taken back if possible and destroyed, a note of 
the repayment being, in any case, recorded on the counterfoil of 
the receipt. 

E. Accounts Fbocedubb, 

I. Register of Revenue. 

252. All revenue receipts of the division should be classified 
and abstracted in a register of revenue, P. W. A. form No. 45 
maintained in the division office. The receipts relating to 
project for which a separate revenue account is kept, should bo 
registered separately and ail the other receipts pertaining to a 
major head should be booked collectively. In this register a 
TOlumn is opened for each minor head of revenue (and detailed 
heads subordinate to it) other tban-deduet't-refund, for which a 
sin^e deduction is made for the total reveuus of the month, the 
details of the charges making up the figure to be deducted bmng 
recorded m a separate register of refunds of revenues which should 
also ba in form No. 45. 


(1) Foriaccounts procedure in respect of refunds’ of 
rents realised, see rule 1 to paragraph 257, 

253. All receipts falling under the minor head ‘‘receipts and 
McoveriQs on capital account,” should also be abstracted in form 
® ®6p**t’^te account being kept for each prohsetthe expendi' 
ture of which is booked separately. 


of rent receipts of the buildings and special 
^rvicds tor which a subsidiary accouQt is kept iu Account Form 
«o, It 13 not necessary to make entries in detail in any of the 
^18 rs m Form Ncx 45. I he monthly totals only (excluding the 
amounts realised by Treasury Officers) for each class, of the Feuts 
toe wmeli se par .lie detailed heads have been opened under the 

traneferred from Account Form 

fSQ* 2X to Form No, 46- 
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11. Resdster of Rents. 

255- A. register in Account Form No. 21 (register of rents of 
buildings aud lauds) should be maintained in the Division- Office to 
show tht'- monthly assessments, realisations and balances of rents, 
of all residential buildings (including office buildings used as resi^ 
dences) aud of such other buildings, lands, etc., as may be available 
tor being let. No building or site should be excluded from this 
register on the plea that it is intended to be occupied rent-free .or is 
fioc likely to be rented, but all such buildings may be grouped 
■eeparivtely ■ 

(1) Private buildings which have been hired for use as 
residences or are used as such, wholly or in part, should be included 
ill this register- 

(2) Kent free quarters for menials need not be entered 
in this register except when allotted to persons from whom rent is 
recoverable, nor need rest houses and other traveller’s bungalows be 
entered- 

256- The entries relating to the assessment of irent should be 
made month by month and for this purpose arrangements should 
be made to obtain timely intimation (with full particulars) of all 
c.liaages of tenanqy from the subordinates in charge oi the pro* 

If any property is occupied free of I’ent, or if this 
rate for any month’s assessment is neither the standard rate nor the 
ten per cent of the occupant’s salary, a suitable remark (quoting 
authority) should be made against ihe entry relating to it- If a 
(3-jvernm.Jut servant is not entitled to but is actually allowed the 
benefit, of the 10 per cent concebsion, a reference to the specific 
orders of Dovernmeut allowing it should be recorded in the remarks 
column of the register of rent* 

257, The total realisations of each month should be abstracted 
at the foot of the register so as to show separately (i) cash re- 
alised in divisions, (ii) recoveries by other disbursing officers ad- 
•iusted ip the division accounts (paragraph 246) and (iii) recoveries 
at treasuries adynstable in the audit offibe (paragraph 244) for both 
rents of buildings and rents of lands etc* If any buildings are 
provided wiA special services such as. furniture for which rent is 
charged separately, the account of rent charged for each building in 
respect of these services should be kept separate from that of the 
rent of the building itself and in the abstract also the realisations 
on account of each of these services should be shown separately. 

(1) Refunds of rents realised should be treated as pay* 
menta made and should therefore be shown separately as minus 
realisation in the register of rents of buildings and lands and thuf 
disfingaished from gross realisations of rent,' 
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CHAPTER IX. 

Works Accounts. 

A . Gknbbal P rinciples. 

258. {a) E.<penditure on the construction or inaintonancc of a 
work may be broadly divided into two classes viz-, (i) cash and (ii") 
stock charges. As explained in chapters V and VI these charges 
are recorded in the cash and stock accounts respectively. 

(b) lu addition to the charges falling under 'hese main 
classes, there are other transactions affecting the cost of a work. 
For example, there may be charges incurred in other divisiotis or 
departments, materiak received from or services rendered by them, 
or there may be cash receipts such as arc taken in reduction of 
expenditure in accordance with the rules. 

(c) All these transactions pass into the general accounts of 
the division in the manner described in chapter XVII and are thence 
consolidated into the accounts of the State- As, however, the 
units of classification adopted in the general accounts in respect of 
expenditure are certain heads of account and not individual esti- 
mates for works or contract accounts, it is necessary to maintain 
separate accounts in the sub-division and division ofifictis for record- 
ing (i) the cost of individoal works and (ii) the transactions . of 
individual contractors. These are known as works accounts. 

259. Although the primary object of the accounts of works is 
to etxhibit simply but accurately, the actual cost of work done, the 
rules frequently require the upkeep of separate accounts for the 
several component parts of a work which are not required to attain 
this object. There are two main reasons for this. In the first 
place, it is often desirable to have details which will satisfy the need 
for statistical information and for analysis of the comparative cost 
of various classes of work, of types of buildings etc. The more 
important reason, however, is that in the case of the larger works, 
especially if the period of construction ranges over a long period, it 
would not be possible for the Divisional Officers to exercise efficient 
financial control over the recorded transactions of the cost of a 
work if only the total cost were recorded in the accounts of the 
Work. The Divisional Officers’ personal knowledge of the executive 
arrangements for the execution, of a work and of the actual pro- 
gress of work, must be supplemented by a comparison monthly of 
the cost as recorded in the accounts with the value received in the 
shape of work done. This monthly comparison is obviously im- 
possible unless the total cost is split up into convenient parts in 
such a way that as far as possible the cost of each distinct part may 
be compared with the work done thereon. 
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260 . In recording the coat of an individual work in the accounts, 
no attempt is made to include therein any charge on account of 
general services, like establishment and tools and plant, the entire 
cost whereof is adjusted in the general accounts under the pres- 
cribed heads of classification. But if any service connected with 
the working estimate for a work is rendered by another division or 
department and the claim made by it includes an authorised charge 
on account of such general services, under paragraph 5 of Appendix 
II such charge may be accepted and adjusted in the accounts of the 
work as part of the cost of the work in the same way as if the 
service had been rendered by a contractor. 

(1) When the cost of special tools and plant is included in 
the cost of a work under paragraph 202, the rules in chapter VI 
regarding numerical lists or returns will apply mutatis mutandis 
and adjustments on account of the cost of tools and plant trans- 
ferred toother works, divisions. or departments will be governed by 
the rules in paragraphs 215 & 2lG. 

(2) Lump sum charges of establishment and tools and plant 
recoverable from other States and the Resident, Madras States for 
works executed for them under a standing arrangement, should not 
be included in the accounts of the works but dealt \vith under the 
rules in Appendix II. 

(3) The coat of special establishment employed on the 
acquisition of land when chargeable to the accounts of the work 
concerned under Article 517 of the Travancore Financial and 
Account Code should be treated as part of the works expenditure, 

261 . Primarily the Divisional Officer is the responsible disbur- 

sing officer of the division. Sub- Divisional Officers may however 
be permitted to pay bills without pre-audit in the division office up 
to the maximum amount of his contractual powers, viz., Rs. 200 in 
the case of piece works and up to Rs. 1,000 in the case of inter- 
mediate bills relating to other kinds of contract. A Divisional 
Officer may, if necessary, require bills even below the limits laid 
down above to be sent for pre-audit, ; 

Note. 1. This limit of Bh. 1>000 in Tespect of intermediate payments refers to 
the work actually executed or supplies received and is also the 
maximum limit up to which payments may be made on any work in 
a monifi This limit is not afleoted by bills paid after pre-audit in 
the division office. 

Note. * ^ • Sub-Divisional Officers are authorised to refund deposits credited in 
the sub diviaioo cash book after necess iry verifioaii on except in 
casefc where the party fails to produce the original receipts, or the 
item to bo refunded has already been credited to Government nder 
paragraph 427 of this Oodei or confiscated under the provisions' 
an agreement or bond< 



WOBSS AOOOUBTS. 


[0B4F. IX 


262, Initial accounts and vouchers connected with charges re- 
lating to works must invariably specify (i) the full name of the 
work as given in the estimate, (ii) the name of the- component part 
(or a sub-head) of it, if separate accounts are kept up for the 
several component parts and (iii) the charges (if any) which are of 
the nature of recoverable payments and the names of the contrac- 
tors or others from whom recoverable. 

In the case of recoverable charges, it should be seen particularly 
.that the contractors or others on whose behalf the charges are 
incurred do not get the benefit of any concession to which they . 
would not be entitled if they had themselves incurred the charges,^ 

B, Cash Patmbnts. 

1. Introductory. 

263. Cash charges on works consist of payments (i) (o labour- 
ers and members of work charged establishment of their wages 
and (ii) to contractors and others for work done or other services 
rendered. The cost of materials procured specially for works is 
tiiarged to the accounts of works by transfer credit to the ‘purdi- 
rases’ account, but payments to sappUers are governed by the same 
rules as payments to contractors for work done. The general rules 
relating to cash payments and vouchers in paragraphs 128 to 

. 138 apply to all these classes of payments. Only special rules are 
therefore set forth in this chapter. 

.264. The rules in article 88 of the Financial and A.ccount 
■ Code enjoining that inevitable payments should bo liquidated and 
recorded at the earliest possible date should be c irefuUy observed , 
(see also paragraph 283 of the Public Works Department Code.) 
In cases where payments may not be considered as inevitable, all 
the formalities required in that connection before payment can be 
made, luve to be gone through in detail* The maximum intervals 
permissible at the several stages between the measurement of a 
.work and payment of bill for it are as noted below : — 

Preparation of bill in the Within 2 weeks from date of 
Section Office after measure- measurement, 
tinent of work. 

, * Sp’^^l'hiy of bill dn. the Sub- Within 2 weeks from date of 
Division-Office and passing it receipt of bill in Sub -Division 
•for .payment ’by Sub-Divisional Office. 

Officer where Sub -Divisional 
Officer is competent (;o make 
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Scrutiny of bill in the Divi> Within one month from the 
sion Office and passing the date of receipt of bill in Division 
same for payment in Division Office. 

Office. 

N. B. The ahovo limits will apply only to works for whioh all the formalitieg 
and pruliminary stops roqnir.-d to start thi Sanaa (such as sanction to 
ostiinattts and ioncla, and esoontlon of agreement have hoen gone through 
in dotail.) 


II, Payments to Labourers. 

(a) Departmental Labour. 

265 - With the following exceptions, all persons engaged depart- 
men tally for the execution of works are considered as day labourers 
and their wages should be drawn on muster rolls, P. W. A, 
Form No. 20 and charged to the estimates of the works on which 
they are employed. 

(i) Permanent and temporary employees of the division 
whose pay is charged to the head ‘establishment*. 

(ii) Members of the work charged establishment as detailed 
in paras 122 to 132 of the Public Works Department Code. 

Discrop'Uicics between labour reports in Form No. 81 and 
muster rolls should be investigated as soon aa the latter are 
received. 

266 .* Muster rolls should be prepared and dealt with in accord- 
ance with the following rules in r, W. A. Fodu No. 20. 

(a) One or more muster rolls should be kept for each work, 
but muster rolls should never be prepared iii duplicate. It is per- 
missible, however, to keep one muster roU for labourers employed 
upon several small works, in cases in which no harm can result if 
the total unpaid wages are regarded as relating only to the largest 
work in the group. 

Kotjb — Eatries iu muster rolls should bo made in ink or indelible pencil, 

(h) Labourers may be paid more than once a month and 
. the poriod covered by each payment may be determined locally ; 
but separate rolls must be prepared for each period of payment. 

(c) The daily attendance and absence of labourers and the 
fines inflicted on them should be recorded daily in part I of the 
■ muster roll in such a way aa (i) to facilitate the correct calcul^tiotl 
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oE the net wages of each person for the period of payment, (ii*; to 
render it difficult to be tampered with or for unauthorised additions 
or alterations to be made in the entries once recorded and (iii) to 
facilitate the correct classification of the cos! of labour by works 
and sub-heads of works when necessary. 

Note- Sab -Divisional Officers should as frequently as possible test oheok the 
attendance of labourers, espeoiall} in oases where it is anticipated that the 
payment on nominal muster rolls in 0 '‘>n leetion with a work will 
exceed Rs. 200. 

(d) After a muster roll has been passed by the Sub-Divi- 
sional Officer, payment thereon should be made as expeditiously as ” 
possible. Each payment should be made or witnessed by the ' 
official of the highest standing available who should certify to the 
paymeits individually or by groups, at the same time specifying, 
both in words and in figures at the foot or the muster roll, the 
total amount paid on each date. If any items remain unpaid, the 
details thereof should be recorded in part II, the register of arrears, 
before the memorandum at the foot of the muster roll is completed, 
by the person who made the payment. 

(e) Unpaid items should subsequently be carried forwa'-d 
from muster roll to muster roll until they are paid, the payments 
being recorded and certified to in part IL in the same way as pay- 
ment of current items. 

(/) Wages remaining unpaid for three months should ba 
reported to the Divisional Officer who will decide in each case whe- 
ther the liability as an amount available for payment should conti- 
nue to be berue in the accounts of the work concerned, as exhibited 
in the sub-division record prescribed in clause (e). 

For action to be taken on the completion of the work, see 
paragraph 336- 

{g) In part III of the muster roll form should be recorded 
the progress of work done by the labour shown thereon in all cases 
when work is susceptible of mea.surement. If the work is not 
suscep'tible of measurement, a remark to that effect should be 
recorded. 

tJoTB. — ^Itis not neoessary to roprodaco the details o£ moasuremeut in part III, 
nor need part III b j written up if progress is reported onoe a month or often 
in any other suitable form and a-jch separate reports are considered sufficient , 

(A) In exceptional and urgent cases, such as urgent silt 
clearance of canals or closing breaches, where lahoure;f's are em- 
ployed casually for short periods, payment may be made on a casual 
labour roll, Form No. 21 in which the names of the labourers need 
pot be given, bpt such payments may not be made except by an 
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officer not below the rank of a supervisor, nor need muster rolls in 
Form 'N’o. 20 be used in th? case of work done on requisition, Form 
No- 30, where the entries of daily labour are few ; in such cases the 
particulars can be entered on the form of requisition. 

(«) The tabular information under part IV of the muster 
roll form is intended to locate and minimise delays on the part or 
the various subordinates who deal with the roll from issue to the 
final return, 

(b) LaBOUB engaged THEOUGH a CoNTBAC'TOB. 

267 . The payment of daily labour through a contractor, instead 
of by muster roll in the usual way, is objectionable on principle. 
In a case of great emergency, it may sometimes be found impos- 
sible to employ labour otherwise than through a contractor. Should 
it be possible, in such a case, to determine the quantities of work 
done after its completion or at intervals during its progress, it is 
expedient to pay the contractor, at suitable rates, on the basis of 
work actually executed. But if, as in the case of urgent repak of 
canal breaches, this method of payment is not practicable, it is 
permissible to pay the contractor on the basis of the number of 
labourers employed, day by day, his own profit or comraissicn 
being either included in the rates allowed, or paid separately in a 
lump sum. or at a percentage rate. When this course is adopted, a 
report of the number of labourers of each class employed day by 
day should be made by the subordinate in charge of the work daily 
to the Sub-Divisional Officer, in P. W. A. Form No. 81, to enable 
the latter to keep a cheek on the expenditure and to deal with the 
contractor’s claim when received. Tq avoid disputes with the 
contractors, they sh >uld be encouraged to sign the daily reports in 
token of their acceptance as correct. 

The use of the muster roll or the measurement book 
(paragraph) 268 is not permissible in such cases. 


Ill, Payments to Suppliers isiid ContfftCtPf*. 

A, EbCOBD OE MEASUBEilBNTS. 

(i) M^asiireMenf 6ooks> 

26^. Payments foi* all work done otlierwise thad by daily 
labour and for all supplies are made on the basis of measurements 
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recorded in measurement books, P. W. A. Form '^o. 22, in accord- 
ance with the rules in paragraph 462 o£ the Public Works Depart- 
ment Code. The measurement books should, therefore, be con- 
sidered as very important account records- All the books belong* 
ing to a division should be numbered serially and a register of 
them should be maintained in P. W. A. Form Ko- 88 in the division 
office showng the aerial number of each book, the names of the 
sub-divisions to which issued, the date of issue and the date of its 
return, so that its eventual return to the division office may be 
watched. 

(1) A similar register should be maintained in the sub- 
division office showing the names of the sub-divisional officer and 
section officers to whom measurement books are issued. Books no 
longer in use should be withdrawn promptly even though not 
completely written up. 

(2) Such of the completed measurement books as contain 
measurements of the works executed by contractors having running 
accounts, should be sent to the division office for final record after 
final bills have been paid to the contractors. Until then, such books 
if not required for reference by sub-divisional officers Or section 
officers should be sent to the division office for temporary record 
to be taken back when payments have to be made. 

But the completed books which contain wholly measurements 
of works or supplies, for which payments are made on hand receipts 
or first and final bills, or measurements of items of works carried 
out departments lly, for which payments are made on nominal 
muster rolls, or both, should be sent to the division office for final 
record immediately after all bills, the measurements of which are 
recorded therein, have been paid. 

(ii) Detailed meamremenu. 

269. In recording detailed measurements, the following general 
instructions should be carefully observed : 

(a) The top most lines under columns 1 to 4 on each page 
of the measurement book should invariably be filled in the field* 
Kone of the lines should be left blank. Any line not required 
should be carefully scored through in order to prevent additional 
entries being made later on. Detailed measurements 'should be 
recorded only by Executive, Assistant or Bub Enffineers or bv 
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Executive subordinates -in charge of works to whom measurement 
books have been supplied for the purpose. 

Note 1. Meaaureraeuts made by an executire subordinate in charge of a work 
should be checked bv the Sub -Divisional Ofiocr by actual measaremeuts 
by comparison with plans and estimates or by inspeotion. When 
measurements are taken by the Sub-Diviaional Officer himselfi they 
should, as far as possible, be checked by the Executive Engineer. 

2. Engineer and Engineer subordinate students undergoing their practical 

course may be allowed to record measure meats provided they are syste- 
matically checked by one of the officers mentioned above. 

3. Division store^kcepers or stores clerks rr the divisional head clerk in the 

absence of both, may, in oases where there are no executive subordi- 
nates on the spot, and in speoial ceaea where the Executive Engineer 
considers that the exigencies of the service require it, record their 
measurements of stores received in measurement books. 

4. The foreman in the P. W. Workshops is permitted to record detailed 

measarements in measurement books, 

(6) All measurements should be neatly taken down in a 
measurement book, form No. 22 issued for the purpose, and no- 
where else. 

(c) Each set of measurements should commence with entries 
stating : 

(i) in the case of bills for works done, 

(a) full name of work as given in estimate, 

lb) situation of work, 

(c) - name of contractor, 

(d) number and date of hia agreement, 

(e) date of measurement, 

(ii) In the case of bills for supply of materials (a) name 
of supplier, (5) number and date of hia agreement or order (c) pur- 
pose of supply in one ' of the following forms applicable to the 
case : — 

(i) ‘stock’ (for "all supplies for stock purposes) (ii) 'pur- 
chase’ for direct issue to (here enter full name of work as given in 

estimate) (hi) ‘purchases’ for (here enter 

full name of work as giveU in estimate) for issue to 

contractor on 

and (<f) date of written order to commence supplies (e) date of 
actual completion of supplies and (f) date of measurement } and 
should end with the dated signature and designation of the person 
making the measurements. A suitable abstract should then be 
prepared Which should collect the total quantities of each distinct 
Item of work relating to each sanctioned sub-head. 

{d) As all payments for works or supplies are based on the 
quantities recorded in the measurement book, it is incumbent upoq 
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the person taking measurements to record the quantities clearly 
and accurately. He will be responsible for the correctness of the 
entries in the column ‘contents or area’ for the measurements re- 
corded by him. If the measurements are taken in connection with 
a running contract account on which work has been previously 
measured, he is further responsible (1) that reference to the last 
set of measurements is recorded, and (2) that, if the entire job or 
contract has been completed, the date of completion is duly noted. 
If the measurements taken are the first set of measurements on a 
running account, or the first and final measurements, this fact 
should be suitably noted against the entries in the measurement 
book, and in the latter case, the actual date of completion noted. 
The signature of the contractor or his agent should be obtained in 
measurement books after each set of measurements with the addi- 
tion ‘I accept the measurements’. In the case of illiterate men 
their marks should be attested by an independent witness. 

(e) I Entries should be recorded continuously in the measure- 
ment books. No blank pages may be left and no page torn out. 
Any page left blank inadevertently must be cancelled by diagonal 
h‘ nes, the cancellation being attested. See also paragraph 462 of 
the Public Works Department Code. 

(/)■ No entry may be erased. If a mistake is made, it-should 
be corrected by the responsible oflicer. When any measurements 
are cancelled, the cancellation must be supported by the dated 
initials of the officer ordering the cancellation or by a reference to 
his orders initialled by the officer who made the measurements. In 
either case the reason for cancellation should be recorded . 

(g) Entries should, if possible, be made in ink. When this 
is not possible, pencil entries should not be inked-, over. Entries in 
the ‘contents or area’ column should be made in ink in the first 
instance. 

(A) Each measurement book should be provided with an 
•index which should be kept up-to-date. 

(iii) Standard MeasufementSt 

270 . It is usual in the Public Works Department to maintain 
standard measurement books of buildings in order to , facilitate the 
preparation of estimates for ;periodical repairs. Where such stand 
ard books are maintained, it is also permissible to Utilise them for 
the purpose of preparing contractors’ bUls fot suCh repairs, so that 
It majr not be necessary to take detailed measurements on each 

occaeioiN 
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271 . The following rules for the efficient maintenance of these 
standard measurement books and the preparation of bills based 
thereon should be followed : 

(1) The entries of measuremeujs and abstracts thereof 
should be recorded legibly in ink and certified by an officer of at 
least the standing of a Sub- Divisional Officer in his own hand writ- 
iug to the effect that they are correct for the purposes of preparing 
both the periodical repair estimates and the contractor’s bills. Any 
corrections necessary should be attested by a Sub- Divisional Officer 
or an Executive Engineer. 

„ (2) All the standard measurement books maintained in a 

division should be numbered in alphabetical series so as to be 
readily distinguished from ordinary measurement books, and a 
register of them maintained in the division office in P. W. A. form 
No. 88. A similar register should be maintained in each sub- 
division showing the books belonging to it and the registers kept 
under lock and key in the custody of the divisional or the Sub- 
Divisional Officer concerned. The original standard measurement 
books should be kept in the person il custody of the Divisional 
Accountant in the division office. 

(3) Certified copies of measurement books relating to works 
in charge of sub-divisional offices should be sent to them to be 
kept in their personal custody and noted on separate pages of the 
Bub-dlvision register of measurement books. 

(4) For the use of section officers, standard measurements 
of each work copied in loose sheets and signed by the Executive 
Engineer should be senttj the Sub-Divisional Officers who will 
issue them to the section officers concerned. 

NoI-b. This uead not be dona when thi sub-division ofBoe and section office are 
at the same station. 

(5) When corrections have to be made owing to additions 
or alterations in buildings, the sub-divisional officers concerned 
should make th ? corrections in their copies of the measurement 
books. At the same time, they should be intim ited to the Execu- 
tive Engineer who will have the books in their office corrected 
under their initials. The copies with the section officers, in which 
corrections have to be made, should be called for by the Sub-Divi* 
eio lal Officers, corrected under their initials and returned, 

(6) On the last day of Chingom each year. Divisional 
Officers should send certificates to the Chief Engineer that all the 
standard measurement books in their divisions have been inspected 
by them, that tfie entries therein have not been tampered with and 
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that all corrections due to additions or alterations in. the buildings 
have been made in the books and that the latter are reliable and up 
to date records. 

(7) When a payment has to be based on standard measure- 
ments, the gazetted officer or subordinate preparing the bill for 
payment should certify in the ordinary measurement book and the 
bill that the 'whole of the work (or work since previous running bill, 
as the case may be) as per standard measurements in a book, the 
number of which should be quoted, has been done and that .it has 
not previously been billed for in any shape. 

(8) Separate measurement books should be set apart for 
noting the details of such bills so as to facilitate the review of 
payments based on standard measurements. 

(tt) All bills so paid should be specially checked in the 
division office with reference to standard measurements on record 
in that office. 

(iv) Bevieu) of measurements- 

212- Sub-Divisional Officers should be required to submit the 
measurement books in use to the division office from time to time, 
BO that at least once a year the entries recorded in each book 
may be subjected to a percentage check by the Divisional Account- 
ant under the supervision of the Divisional Officer. The following 
are the detailed rules on this subject : — 

(a) The review conducted under these rules will be in addftion 
to that conducted by the Divisional Accountant on all final bills on 
running accounts and first and final bills which are received in the 
division office for pra-audit, see paragraph 261. 

(6) A register should be miintained in the prescribed form 
in the sub-division and division office for noting the progress of the 
receipt, review and return of measurement books. Twenty-five per 
cent at least of the entries in the measurement books should be 
reviewed each year. The arithmetical accuracy of the calculation 
in 50 per cent of the entries selected for review should also be 
checked by Divisional Accountant. He need not, however, per- 
sonally check the arithmetical accuracy of calcalaiions whan bills 
come up for pre-audit {vide paragraph 474.) 

(c) The percentage check referred to abo've of the entries 
made in every measurement book in use in the division in a month 
should be made within the succeeding four moiiths. For this 
purpose, each Section Officer and Sub-Divisional Officer should 
make a note of the numbers and pages of the measurement books 
in which fresh entries are made by them every month and report 
these particulam direct to the Executive Engineer within the 
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first week of the succeeding month. From these monthly reports 
of section officers and sub-divisional officers, the books that 
should be reviewed should be regularly entered in the register. 

(d) There should be an even flow of books sent for review 
so that the work may not be rushed in a few months of the year. 

(e) The books for monthly review should be received in and 
returned from the division office on dates to be fixed by the Exe- 
cutive Engineer of each division. 

(/) The review should be conducted generally with re- 
ference to the rules in this section and paragraph 462 of the Public 
Works Department Code* It should also be seen that measurement 
books do not contain any measurements relating to labour engaged 
through contractors (vide paragraph 267 ). 

{g) The payments based on the entries reviewed should be 
traced into the various accounts and verified. Similarly, supplies 
or issues of materials should be treaced into the materials at site 
accounts, ledger, etc., and verified. 

(A) Every page reviewed should be initialled and dated by 
the Divisional Accountant with the remark ‘reviewed’ and a corres- 
ponding entry made in the prescribed progress register. The 
register should also be submitted to the Executive Engineer 
monthly and his initials taken. 

(v) ChecJc measurement of Works. 

273 . ( 1 ) («) Bub Divisional Officers should necessarily check 

measure before payment and in proper time in the following 
cases ; — 

(i) all final bills on running accounts. 

(ii) all first and final bills over Rs. 200. 

(iii) works (included in all kinds of bills over Rs. 25) 
which will not be susceptible of check measurement 
after a certain stage, for example- works in channel, 
river or tank beds, foundations which will be covered 
up etc, 

(5) As regards other bills not pertaining to works of the 
kind mentioned in item (iii) in the above sub clause viz. inter- 
mediate bills on running accounts and first and final bills over Rs. 
25 and up to Rs. 200, Sub -Divisional Officers should check 
measure a large proportion of them. If, in such cases, it is not 
possible for the Sub-Divisional Officer to check- measure before 
pa.ymfint owing to pressure of work etc., then the reasons for not 
having done the" check-measurement before payment should be 
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recorded by him in the remarks column of the measurement books 
coucerned and the check-measurement should be done by him at the 
earliest opportunity after payment has been made. 

Note, — Clearance of jungle or vegetation which costs more than Bs. 100 should 
be inepected by the Sub Divisional Officer after cloaranoe and before 
payment- 

(2) In addition to check measurement by the Sub-Divisional 
Ofhcers, it is an important duty of Executive Engineers that they 
should during their inspections frequently check-measure works 
which are in progress and that they should maintain a register of 
such check-measurements. The number of check -measurements by 
ExecutivcEngineers should be at least 50 per annum (vide paragraph 
464, Note 1 of the Public Works Department Code.) 

(3) The fact of check measurement by the Sub-Divisional 
Officer or the Executive Engineer should invariably be noted in 
the measurement book at the time of check-measurement and the 
items check-measured should be indicated by the initials of the 
checking officer which should be placed on the left side of the 
column ‘particulars’ in line with item check-measured. 

(4) The object of check-measurement is to detect errors in 
measurement and to prevent fraudulent entries. Check-measure- 
ment should therefore be conducted with discretion and method, 
those items being selected which appear obviously incorrect or 
which would be most easily susceptible of fraud or which would 
most seriously affect the total amount of the bill, if inaccurate. 

(5) The entry ‘measured in my presence’ by a Sub- Divisional 
Officer cannot be accepted as check-raeasurement. When measure- 
ments are taken jointly by officers or subordinates, the measure- 
ments should always be recorded and signed by the senior. 

(6) In the case of works such as breach-closing executed by 
the ryots of a place, estimates may be prepared and sanctioned after 
taking measurement of the woik done and after verifying the same 
with the claims of the ryots for each itepa of .work. There is, 
therefore, no necessity to measure or check-measure the work 
further. 

( I ) The Chief Engineer should make it a point to see that 
these rules are duly observed. 

B. Bells AND VouGHEBs. 

I, ¥orms of Bills and Voucher s, 

274. The authorised forms of bills and vouchers are the 
following : 

(a) First and final bill, Form No. 23 

(b) Running account hill— A, Form No. 24 

Cc) do. — B, I'orm No. 25 
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(d) ' Lump sum contract running account 

bill Form No. 26 

(e) Lump sum contract Final 

bill Form No. 2V 

(f) Hand Keceipt Form No. '28 

The use o£ these forms is explained in the following paragraphs 
and a few explanatory foot notes are printed on the forms. 

275 . ^Fi'rst and final bill form No. 23, This form should be 
used for making payments both to petty contractors or to piece 
Workers and to suppliers when a single payment is made for a job 
or contract, *. e., on its completion or on termination of the con- 
tract. 

Running account bill, A, form No. 24. This form is intended 
for contractors for work only. It should be used in all cases in 
which secured advances are to be made or are already outstanding 
in respect of the same work against the contractor- When this 
form is used, it should also be utilised for making on account pay- 
ments, if any, in respect of the work. 

Running account bill, B Form No- 25, This form is used both 
if or contractors for work and for suppliers- It is intended to be 
used for contractors for work when only on account payments are 
made. It is not to be used if a secured advance is to be made or if 
such an advance in respect of the work is outstanding against the 
contractor. 

Form No. 26. is intended for intermediate payments on lump 
sum contracts which may be made to the contractor in accordance 
mth his contract. Only details of additions and alterations should 
be given in the bill. Otherwise, the certificate prescribed in rul* 2 
of the Form will suffice. 

Form No. 27 is intended for final pxyments on lump sum con- 
tracts to a contractor. The details of additions and alterations 
alone should he given in the bill. Otherwise, the certificates pre- 
scribed in rule 2 of the form will suffice. As additional precaution, 
the contractor should be required to add to his acknowledgment s 
statement in his own handwriting that he has received payment in 
full settlement of all demands. 

Hand receipt form No- 28. This is a simple form of voucher 
intended to be used for all miscellaneous payments and advances 
for which none of the special forms Nos. 23 to 27 are suitable. 

i» 

Note 1. Final payments mast invariably be made in forms printed on yellow 
paper which should not be used for inteimediate payments. 
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tke bill is on a running account, it should be compared with the 
previous bill. The memorandum of payments should then be made 
on account of the work or supply or on other accounts, being shown 
therein. If the Sub-Divisional Officer is empowered to pay the 
bill, he should then record a formal pay order specifying both in 
words and figures, only the net amount payable, though the payee 
should be required to acknowledge in his acquittance the gross 
amount payable inclusive of the recoveries made from the bill. 

(i) If the contract is for the completed items of work and 
under the provisions of paragraph 302, the contractor is required ' 
to obtain materials of any description from Government, it should , 
be seen that this condition is complied with and that the necessary 
recoveries of the cost of the materials supplied to him, are made in 
accordance with paragraph 307. In such a case, it is not permissible 
for the contractor to obtain the materials otherwise, unless, in a 
case of emergency, the supply has been entrusted by the Divisional 
Officer, for recorded reasons, to the contractor himself at suitable 
rates. 

(ii) Before signing a first and final bill, or the first bill on 
a running account, the Sub-Divisional Officer should see that the 
relevant measurement entries were marked as pertaining to such 
bills, by the person taking the measurements (vide paragraph 
269 (d)‘) 

(iii) Sub-Divisional Officers should observe carefully the 
rules in paragraph 464, Note 1, of the P. W. Department Code, 
regarding the check-measurement of works in the case of first and 
final bills and running account bills in excess of Rs. 200. 

(iv) Work done in Karkatakom shall be measured and 
paid for in the same way as work done in any other month, i. e., it 
should ordinarily be not paid for till Chingom. Work completed 
in the early part of Karkatakom may, however, be measured and 
paid for before the end of the month, if that would be the normal 
course in other months. 

280 . (a) If the Sub-Divisional Officer is not empowered to 

make the payment, the bill should be submitted (with the measure- 
ment book) to the division office when the payment will be 
authorised by the Divisional Officer after the necessary scrutiny 
See also paragraph 26 L 

(b) In the case of materials received from firms in India by 
Sub Divisional Officer, on orders placed by the Executive Engi- 
neer, the following procedure should be observed : 

A register in form No. 7 should be maintained in the Exe- 
cutive Engineer’s Office to watch the disposal, from start to finish, 
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o£ all indents for stores placed by him- on firms in India. A suflS- 
cient number of pages of this register should be allotted for the 
orders placed on account of each sub-division, all such orders being 
noted as they are issued in column 1 to 3 of the register. 

The firms should be required to send in their bills along with 
the consignments direct to the officer supplied. The latter should 
make the necessary entries in a measurement book as soon as the 
stores are received and should then pass on the measurement book 
, and the bill to the Executive Engineer for pe-audit giving a refer- 
ence to the measurement book in the bill and vice versa. The 
'Executive Engineer should check the bill against the original indent 
and the agreed quotations, if any, and also with the entries in the 
measurement book, -have the necessary entries made in the register 
prescribed for the purpose, pass the bill scoring out the entries in 
the measurement book and return the bill with the measurement 
book to the Sub-Divisional Officer. The Sub-Divisional Officer 
should then p^y the bill and note the fact in the measurement 
book. 

281 . From the measurement book all quantities should be 
clearly traceable into the documents on which payments are made* 
When a bill is prepared for the work or supplies measured, a remark 
to the effect ‘bill submitted to the Sub Divisional.Officer/Executive 

Engineer on ’ should be endorsed on the abstract of 

measurements. The officer who signs the pay oraer should 
immediately on signing it cross out every page eontaining the 
detailed measurements of the work or supplies paid for by a 
diagonal red ink line. The officer who actually disburses the 
amount should enter the number and date of the v^cner of pay- 
ment with the remarks 'paid on...*** •••by voucher No... ••• ••• on 

the abstract of measurements. i i j ■ 

(1) The document on which payment is made sfiouid in- 
variably show, in the space provided for the purpose, the number 
and page of the measurement book in which the detailed measure- 
ment are recorded and the date on which the measurement was 
made, 

282 . Payments should not be made for bricks at a suppliers 
private kiln until they are handed over to the charge of the P. W . 
Department Officers. 

283 . 'To ensure the proper performance of the duties imposed 
on the Divisional Accountant under paragraph 473, he should have 
no hand either, in preparing the bills of contractors or suppliers or 
in making cash payments to the latter, as such duties will impair 
his usefulness as examiner of claims and payments. 
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284 . Contractora who are able to prepare their own bills should 
be supplied with forms 23 to 28 and loose measurement sheets for 
recording measurements, for their information, in support of the 
quantities entered in the bills. The P. W. D. officers and sub- 
ordinates should, however, record measurements indepcndentlv 
wherever necessary in their measurement books, vide paragraphs 
268 and 269. The contractors’ bills, when presented, should be 
checked by the subordinate in charge of the work with the measure- 
ments recorded by him in his measurement books and check 
measured by the Sub Divisional Officer before payments are made. 
See paragraph 464 Note (i) of the P. W. Department Code. 

285 . {a) Payments for work done or supplies made on a run- 
ning account on bill forms 24 to 26 should ordinarily be made 
monthly. Both the ‘quantities’ and ‘amount’ of each distinct item 
of work or supply should be shown separately in the bill except (i) 
in the case of completed items of sub works the full details of 
which were included in the previous bill and (ii; in the case of the 
incomplete items or sub works as remain unaffected since previous 

_ In respect of items above it is sufficient if the amounts paid on 
earlier bills are shown in the subsequent bills, reference being given 
therein to the item numbers of the previous intermediate bills and 
Che pages of the measurement book, in which full details were 
recorded. Full details (names, quantities, rates and amounts) 
should, however, be shown in the final bill for all sub works and 
items. 

(ft) Such payments should be treated as payments on 
account, subject to adjustment in the final bill which should be 
drawn, in the appropriate form, but printed on yellow paper, when 
the work or supply is completed or ‘the running account is to be 
closed for other reasons. When a final payment is made on a 
running account, the payee, if he is able to write should add in his 
own hand-writing that the payment is ‘in full settlement of all 
demands’. If the payee is illiterate, or is unable to write beyond 
signing his name, these words should be filled in by the officer 
making the payment. 

The addition of the words ‘in full settlement of all demands’ 
does not preclude the disbursing officer from entertaining a further 
bona fide claim which may have been omitted from the final bill by 
mistake or through inadvertence. 

Notb. a form printed on yellow paper is never to be used ercent for fina 1 
payraeats. 
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(c) A separate running account ia maintained in respect of 
each contract. Transactions relating to two or more separate 
working estimates should not be brought on to the same running 
account; they should, therefore, not be covered by a single contract. 
Transactions relating to two or more separate parts of the same 
working estimates, for which separate works abstracts are prepared 
under paragraph 323 should also appear in separate running 
accounts. . 

. 286, When secured advances are allowed by the Divisional 
■Officer under sub para to paragraph 288 to a contractor whose con- 
tract is for finished work, it should be seen that an indenture in 
suitable form should be signed by the contractor and a detailed 
account of the advances must be kept in Part II of running account 
bill B. There should be separate entries, in respect of each class 
of materials, of the quantities brought to site by the contractor and 
the amounts advanced under the orders of the Divisional Officer. 
These advances must be recovered by deduction from the con- 
tractor’s bills for work done as the materials are used in construc- 
tion and the items of work in which they are used are billed for on 
the basis of actual measurements. Parts I and II of the bill should 
be compared to see that this order is being complied with. As re- 
coveries are made, the outstanding amounts of the items concerned 
in part II should be reduced by making deduction entries in the 
column ‘deduct quantity utilised in work measured since previous 
bill’ equivalent to the quantities of the materials used by the con- 
tractor on items of work shown as executed in part I of the bill. 

Note. Ino record should be kept iu meftsurement hooks of the quantities of the 
mater?'als but certificatn 3 printed on thebiU should be signed by the 
Sub Divisional or Divisional Officer in term* of paragraph 288. 

(C) Aid to Contractors. 

287. It is necessary sometimes in the interest of work, to en- 
gage labourers or contractors or to incur other liabilities on behalf 
of the contractor concerned, with a view to complete work which 
he has neglected or failed to complete. In such a case, it is permis- 
sible to spend Government funds on behalf of the contractor in 
^accordance with the terms of his agreement. Otherwise, no advance 
or recoverable payment should be made to or on behalf of a con- 
tractor, nor should financial aid be given to him in any form 
e^^cept in aqpordance with the paragraph below^ 

(D) Advances to Contractors. 

288. Advances to contractors are as a rule prohibited and every 
endeavour should be made to maintain a system under which no 
payments are made except for work actually done* Exceptions arej 
however, permitted in the following cases : — 
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Cases in which a contractor whose contract is for finished 
work, requires an advance on the security of materials brought to 
site. Divisional Officers may, in such cases, make advances up to 
an amount not exceeding 75 per cent, of the current value of the 
materials (as assessed by themselves according to their character), 
provided that Ihey are of an imperishable nature and that a formal 
agreement is drawn up with the contractor under which Govern- 
ment secures a lien on the material and is safe-gu irded against 
losses due to the contractor postponing the execution of the work 
or to the shortage or misuse of the materials and against the ex- 
pense entailed for their proper watch and safe custody. Payment 
of such advances should be made only on the certificate of an officer 
not below the rank of Sub Divisional Officer that the quantities of 
materials upon which the advances are made have actually been 
brought to site, that the contractor has not previously received any 
advance on that security and that the materials are all required by 
the contractor for use on items of work for which rates for finished 
work have been agreed upon. The officer granting such a certificate 
will be held personally responsible for any over-payment which may 
occur in consequence ; recoveries of advances so made should not 
be postponed until the whole of the work entrusted to the contrac- 
tor is completed . They should be made from his bills for work 
done as the materials are used, the necessary deductions being made 
whenever the items of work in which they are used are billed for. 

Divisional Officers are responsible that — 

(i) When secured advances have been made for materials, 
recoveries are made regularly from the very first payment made 
for those items of actual work in which such materials have been 
used. 

(ii) No secured advances are made for any materials, unless 
they are to be used within three months at the most. ’ 


(111) Materials are actually measured in detail before makine 

secur^ advances on them and their value is based on the actual 
rates tor the purpose of determining the percentage at which se- 
cured advances on materials should be made. 

NOTE--Imperij,habIe materials include bricks, rolled steel, joints etc, while article, 
such as lime, sandr kankar etc* are perishable* ^ 

IV. Payment to Woek-chabghd Establishment- 
(a) Gonditiom of Employment. 

289. Mss tor tlM ontertainment o£ work^harged establish- 
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(b) Pay hills. 

290 . Wages of members of the work-oharged establishment 
should be dr£|,wn and paid on form No. 29 ' Pay bill of work 
charged establishment ’ which is a combined pay bill and acquit- 
tance roll form. A consolidated bill in the form should be prepared 
monthly either for the whole sub division or one or more sections 
of it, as may be convenient, but the names and claims of the entire 
establishment concerned including absentees, should be shown in each 
bill. Names should be grouped in the bill by works on which the men 
are employed, sanction to the entertainment of the establishment 
should be quoted in each case and the Sub Divisional Officer should 
certify in the space provided for the purpose that the men were on 
duty during the periods shown against their names, each man being 
employed on the work and on the duties for which his appointment 
was sanctioned. 

(1) Deduction on account of fines etc., should be shown by 
special entries against the names concerned. 

(2) If the acknowledgment of an individual cannot con* 
veuiently be obtained on the bill itself, it may be obtained separate* 
lyon a hand receipt form No. 28 which should then be attached 
to the bill as a sub voucher. 

291 . Pay bills may be signed at any time on the last working 
day of the calendar month in which the wages are earned, though 
obey are not due for payment before the first working day of the 
following month. When, however, the services of an individual 
are dispensed with, it is permissible and advisable to settle up his 
account at once, 

(c) Unpaid wages 

292 . Wages remaining unpaid on a passed bill on the dates 
fixed for the closing of the accounts of the month, may be paid 
subsequently when claimed, the procedure prescribed below be- 
ing observed j 

(i) Items remaining unpaid on the monthly bill should ba 
entered in a simple register, full particulars of the charge includ- 
'iug reference to the bill, being noted in the register. 

(ii) Subsequent payments should be made on -hand receipts, 
form 28, reference to the bill in which the charge was originally in- 
cluded and* to the particular item thereof, being quoted in each 
case. 

(^iii) When making ] a;, ments of arrears, suitable notes of 
payment shouI(i be records \ against the original entries in the 
register. 
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(d) Travelling Expenses. 

293. No bills need be prepared in support o£ claims for travell- 
ing expenses. Payments should be made on hand receipts, form 
28, which shonld set forth all the necessary particulars of the 
Journey performed and of the expenses claimed and should be 
countersigned by the Divisional Officer before payment. 

(e) ClaisiHcaiion of Charge. 

2g4. Every payment made to a member of the work-charged 
establishment whether on account of his wages, or in recoupinenf 
of actual travelling expenses, shonld be charged to the work on 
which he is employed. 

295. The cost of work-charged establishment must be shown as 
separate sub head of the estimate. 


L/. MatbBials. 

I. General. 

296. Issue of materials to works whether from stock or by 
purchase, transfer or manufacture, are divided into two classes. — 

(1) Issues to contractors. 

Issue of materials to contractors with whom agreements in res- 
pect of completed items of work i. e. both for labour and material 
have been entered into. 

(ii) Issues direct to works. 

Issues of materials when work is done departmen tally or bv 
contractors whose agreements are for labour only, ^ ^ 

II. Account op matbrials a* sit*. 
i. Major Worics, 

297. In the case of major works in which transactions relating 

heavy, an account in P. W. A. form 
^ to th^si f 0/ departmental materials brought 

rl- * ^ ^ sources mentioned in the 

^einS^SdnftT'— sources and quantities of all re- 
ceipts and of their issues to the work as the transactions occur. This 
^count should be kept both by quantities and values in the cVe of 

r Sh^ rser°"''^® quantities 

wnrlr!°^ * schemes, such as water supply and drainage 

works and Ooher major works in which the transaSions relating to 

following >oXre 

main ined Th'^' in suitable form should be 

Ss Svla . division offioes and section 

of afl S record of the receipts, issues and balances 

of all materials for a particular work for all th^ months of a SS 
and a monthly return in P. W. A. form No. 35 in dupuSte shffi 
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be prepared by the section officer showing only those items of ma- 
terials in which there are receipts and issues in a month and seat to 
the sub division office. One copy of the return will be retained in 
the sub division for posting the annual register maintained therein 
and the other copy sent to the division office for similar action. In 
the case of big woiks to which more than one section officer is at- 
tached, the section statements will ba consolidated in the sub divi- 
sion and the consolidated return sent to the division office, so that 
the annual register m^y be posted up-to-date. 

ii. Minor Worlcs and Bepairs. 

A numerical account of materials at site of works should be 
maintained by the Sec lion Officer and the Sub Divisional Officer in 
charge of the work in the form of annual register in P. W. A. form 
No. 36 giving a continuous record of the receipts, issues and balances 
of all materials for the work for all the months of a year. A monthly 
return in suitable form showing only those items of materials in 
which there are receipts and issues ou a work in a month, should be 
submitted by each Section Officer to the Sub Divisional Officer for 
scrutiny and necessary action. At the end of each year or on the 
completion of a work or in the event of the charge of the work 
passing from one subordinate to another, the monthly return 
should however exhibit the closing balances of all materials at the 
site of the work. Each Sub Divisional Officer should forward to 
the Executive Engineer monthly a certifi.cate to the effect that he 
has obtained from his section officers the accounts of materials at 
site of all minor works and repairs and scrutinised them, vide para 
468 (e) of this Code. 

The forms mentioned under the heads (i) and (ii) above pro- 
vide also for the record of the estimated quantities in all cases and 
the value of materials in the case of major works only, so that, in 
the case of works executed departmen tally and also in cases where 
any or all the items of contract are for labour, both the acquisition 
and the actual use of materials can be controlled with reference to 
the estimated requirements. In the case of works executed by con- 
tract however, the record of estimated requirements of material 
applies only to the materials, the supply of which is retained in the 
hands of Government. It is Important that the estimated require- 
ments should be duly corrected whenever a revision of the original 
estimate fenders it necessary and a note should be recorded at the 
foot of the account that this has been done, 

KOTE — Matariala belonging to a contraotor should never be mixed up With depart^ 
mental mAterialS' Form No- 34, is intended to account for departmental ma- 
terials alone- 

298. All departmental materials brought on to the site of a work 
for use on that work from any of the following soutdea, should bd 
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entered as receipts in the ‘ materials at site accounts ’ immediately on 
their receipt giving a brief reference to the measurement book or in 
the case of receipts from stock to the invoice in form No. 6 in cases 
covered by the last sentence of paragraph 165. 


1. Suppliers 

2. Stock or manufacture 


3. Other Trorks and 

4. Other divisions and departments. 


NOTE — Materials already brought on to the site of -wort and aooouni^ for as 
receipts in the site accoants. should be shown as minus receipts in the same 
when they are transferred to stock or to another work oto- 

(1) It is important that as far as possible, materials should 
be obtained only when actually required and to the extent of actual 
requirements (vide also note under paragraph 479, Note 2 of the 
Department Code.) 

( 2 ) All petty items, the aggregate of which comes under 
Rs. 100 may be lumped together under a single head ‘ petty items ’ 
in the materials at site accounts only the value being shown. 


299 . When the materials are obtained by purchase, it is im- 
portant that full details of the articles received should at once be 
entered in a measurement book, P. W. A, Form No. 22 in the man- 
ner prescribed in paragraph 269 C (see also paragraphs 163 and 164) 


300 . In all cases, materials issued direct to a work should, as 
soon as received, be brought into account as indicated below : — 


Source of receipt 
of materials, 

Head of acc:)unt 
to be aredited. 

1. Stock including ma- 
nufacture 

Stock. 

3# Transfer from ano- 
ther work 

W ork concerned, 

Transfer iront ano- 
ther divisicn or de- 
partment 

Puechaies 

4* Gtipplief. 

Po. 


Value to be 
credited. 


Mode of effecting 
adjustment of coat- 


At issue rates plus 
storage charges. 


Through stock ac- 
counts at the end 
of the month. 


At a valuation under By a special transfer 
paragraph 812 (d). entry in form No. 

49 j prepared aS 
soon as the matar- 
ials are received. 

At rates charged by Po. 

the division or de- 
partment concern- 
ed. 

At the rates payable By a special transfer 
to the suppliers un- entry in form No . 
der their contracts- 49^ prepared as 

soon as the mater- 

, ial3 are received. 
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The full value credited to the head concerned should be debit- 
ed to the work (paragraph 311 ) and also entered in the ‘ materials 
at site ’ accounts in cases in which the works accounts are main- 
tained by sub heads, 

30 i- The cost of materials brought to the site of a work is de- 
bited to the suspense head ‘ materials at site ' in the works accounts 
or is treated as a final charge according as it is a work for which 
detailed accounts by sub heads are kept or not. 

II. Issue lo Oonteactobs, 

(a) General conditions. 

302. (a) The issue of materials to contractors who have con- 
tracted for completed items of work is generally permissible only 
in the following circumstances. 

(i) When it is decided to retain in the hands of Govern- 
ment the supply to the contractor of imported materials : 

(ii) When in the interest of work, or with the object of 
utilising existing stocks of materials, it is desirable to retain. in the 
hands of Government the supply of certain other materials as well, 
and a condition to this effect has been inserted in the contract. 

(b) In both cases, the contract should specify (i) the ma- 
terials to be supplied by the Government for use on the work, (ii) 
the place or places of delivery and (iii) the rates including the 
storage rates when the materials have t» be issued from stock to be 
char<^ed to the contractor for each description of material ; and the 
contractor should be held responsible for obtaining from Govern- 
ment all such materials required for the work aud for making pay- 
ment therefor, by deductions from his bills, at rates specified, re- 
gardless of fluctuations in the market rates or in the stock rates of 
the division. In cases where the value of materials (purchased by 
Government or drawn from Government stock) to a contractor or 
njece worker is not covered by the work done by him or by pay- 
ment in cash, it is important that Government should be secured 
from any possible loss resulting from any failure on the of the 
contractor or piece worker. In such cases sufficient security should 
be obtainsd from him before the materials are so issued. 

(1) The rates to be charged to the contractors for materials 

to be supplied should be definitely specified, vague quotations e. g., 
‘ at stock rates ’ being avoided ; and it intending contractors had 
been toH that the materials would be supplied at a certain rate and 
asked to tender on that assumption, then that rate should be ad- 
hered to in the contract. , , ^ c 

( 2 ) Similarly, the rates to be allowed to the contractor tor 

of work, should be definitely stated. 
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(c) ¥o carriage or incidental charges are borne by Govern- 
ment for moving the materials beyond the place where the con. 
tractor has agreed to take delivery thereof. 

303. (a) As a general rule, no other materials should be sup- 

plied to such contractors for use on works, but this restriction may 
be waived by the Sub Divisional Officer in respect of petty issues 
(at full issue rates) of materials from existing stocks, not exceeding 
Bs. 50 in any month for any one contract. 

(6) if at any time subsequent to the execution of a con- 
tract on a through rate basis, the contractor desires the issue to 
him, for use on a work, of materials which exist in Government 
stocks, but the supply whereof by Government was not provided 
for in the contract,! the materials should not be issued except with 
the express authority of the Divisional Officer who should specify 
in each case the rate to be charged for the materials inclusive of 
delivery at the place where they are stored. The rate should be the 
market rate at the time of the supply or the issue rate, whichever 
may be greater and should include the svorage charges and no 
carriage or incidental charges should be borne by Government in 
connection with the supply. 

(1) The intention of this rule is to prohibit the supply of 
materials to contractors with the object of giving them financial aid 
the grant of which is governed by para 287 of this Code. 

(c) Issues of stock materials to contractors for bona fide 
use on works are exempt from the usual charge of 20 per cent on 
account of supervision which is made wheta stock materials are sold 
to the public, vide para 506 of the Public Works Department Code, 
(b) Accounts Procedure. 

304. All materials required for issue to a contractor under any 
of the provisions of paragraphs 302 and 303 should be made over 
to him, as soon after their receipt as possible but not far in advance 
of their requirement for actual use on the work and an unstamped 
but dated acknowledgment, detailing full particulars of the materials’ 
including the rates and values chargeable to him should at once be 
taken from the contractor. The issue of the materials should simul- 
taneously be entered in the issue account form No. 34. 

305- When the materials are obtained by purchase, full details 
of the articles should at once be entered in a measurement book, 

j ; I?’ manner prescribed in para 269, (see also paras 

168 and 164,) ^ 

306. On the authority of the contractor’s acknowledgment, 
the cTOt chargeable to Jiim under paragraph 302 or 303 as the case 
laay be, should be debited at once to his personal account by 
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charge to suspense head ‘contractors’ other transactions’ in the 
works accounts and credited to the suspense head ‘materials at site’ by 
being posted in the issue columns or where this is not maintained 
as in the case of minor estimates as a minus debit to the final head 
(vide para 3-1 1.) If ihe amount charged to the contractor’s account 
differs from that originally debited or debitable to the suspense head 
‘materials at site’ for the materials, then, only the latter amount 
should be credited to the head ‘materials at site’ in the works and 
sitb accounts, the difference being treated as additional final outlay 
under a separate sub head ‘additional charges for materials issued 
to contractors’ plus or minus according as the amount charged to 
the contractor is less or more than the cost originally debited to 
the ‘materials at site'. This is necessary in order to be able to 
balance the sub head ‘materials at site’. (See para 326.) 

(1) The object of this rule is to ensure thrt the fall amount 
chargeable to the contractor is debited to his accounts as soon as 
the materials are delivered, so that (i) he may not receive payment 
at full rates, for the completed items of work prior to the value of 
the Grovernment materials used by him therein being charged to his 
account, or (2> his final bill for the work done may not be settled 
before the full value of materials recoverable from him has been de • 
bited to his account. 

(2) It is for this purpose that the debit to the contractor’s 
account is required to be made in the above paragraph as soon as 
the materials are delivered to him, by credit to the suspense head 
‘materials at site’ in the works account or the final head in the case 
of minor estimates, although the actual cost of the materials may 
not have been paid or adjusted by Government at that time, (see 
para 300.) 

(3) Issues from stock (including manufacture) should be 
accounted for through the stock returns- For other issues, a special 
transfer entry should be prepared by the Sub Divisional Officer in 
form No. 49 as soon as each transaction takes place. 

307 . The recovery from a contractor on account of the cost of 
materials issued to him for use on a work should ordinarily be 
made by deduction from the first bill authorising a secured advance 
payment or an on-account payment to him for the work. Should, 
however, a lump sum recovery be undesirable in any case, the Divi- 
sional Officer may permit, for recorded reasons, the recovery to be 
effected gradually as the materials issued to the contractor are 
actually used in construccion and the items of work on which they 
are used are paid for whether by an advance payment or by an on- 
account payment. 



106 


WORKS ACCOUNTS 


[chap. IX 


308 . As the issue o£ materials to contractors under the fore- 
going rules is permissible solely for the bonafide requirements 
of Government works. Sub Divisional Officers should make such 
arrangements as may be deemed suitable for limiting the total 
issues to a contractor in connection with a particular worJc to the 
reasonable needs of that work. This precaution is particularly 
necessary when the rates at which materials are issued under para- 
graph 302 are lower than the prevailing market rates, or thejlatter 
are expected to rise a})preciably. It can be watched that The aggre- 
gate of the quantities of any or all the materials issued to a con- 
tractor from time to time for use on a w>n’k is within the estimated 
requirements of the contract by means of the materials at site 
account form if the top portion of the form is filled up, (vide para 
297.) 

(c) Return oj surplus materials. 

309 . Government do not undertake to take over from contra- 
ctors, whether before or after the completion or determination of 
contracts, surplus materials which were originally procured by tho 
contractors for themselves or were issued to them and charged to 
iheir accounts under paragraph 304. Such materials are the pro- 
perty of the contractors and can be taken over by Government, if 
required, for use on other works in progress, only by special 
arrangements and at the prevailing market rates. If the materials 
were originally supplied by Government, the price allowed to the 
contractor on re-acquisition should not exceed the amount charged 
to the contractor excluding the st rage charges if any. 

(1) Contractors are, however, not at liberty to remove 
from site of works without the written permission of the Divisional 
Officer materials which have been issued to them for use on a work, 
and a stipulation to this effect should ordinarily be entered in their 
agreements. 

(d) Tools and plant lent for use. 

310 The rules in paragraphs 297 to 301 do not apply to tools 
and plant. Articles borne on the tools and plant account of the 
division may, in accordance with the rules in paragraph 514, 
uhapter IV of the P. W. Department Code be lent temporarily 
to contractors on hire for use on Government works, (see also para- 
graphs 204 and 207.) 

IsSUK DIEECT TO WOEKS. 

(a) Detailed A.ccourds, 

311 . (a) In the case of minor estimates, the cost of materials at 
Bite IS charged finally to the work there being noisub head ‘materials 
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it site’ in the works account. No further adjustment is necessary 
when materials are actually used up on the work. The detailed 
control over unused materials can be exercised by means of the 
numerical account in the ‘materials at site’ accounts in P. W, A. 
form No. 36, vide paragraph 297. 

{b) Tn the case of major estimates which have the suspense 
head ‘materials at site’ in the works account, the value of materials 
as they •are issued, should be posted in P. W. A. form No. 34 
grouped according to the sub heads of issue. At the end of each 
month, the total of the issues under each sub head should be 
charged under the respective sub head of the works abstract, by 
credit to the suspense head ‘materials at site.’ 

Note: MateriaU a'ready brought oa to the site o£ work and accounted for as 
rosoiptfl in the site acoonnts, should be shown as minas reseipta in the 
same when they arj transferred to stock or lo another work «tc. . 

Xb) Disposal of surplus department materials. 

312 . {a) Materials issued to works in excess of requirements 
may be transferred to other works if they are required or to stock 
provided they are serviceable and certain to be required. 

(6) AH surplus materials at site of work transferred to works 
in progress or brought. to stock account in accordance with para 509 
of the P. W* Department Code should have their value credited to 
the work to which they were originally issued and debited to the 
work to which they are transferred or to stock account, as the case 
may be. 

(c) A list of surplus materials not disposed of under 
clau.ses (a) and {b) above should be maintained in the sub division 
offices as a supplement to the half yearly stock returns, unless the 
Chief Engineer considers this unnecessary. 

(cf) Materia Is returned to store or transferred to other 
works should be priced within current market rates, any resultant 
loss being borne by the work to which they were originally issued 
and the disposal of materials being shown in the materials at site 
accounts also, 

(e) The loss by the disposal of surplus materials at less than 
the book value ^vide par.igraphs 604 (i) and 624 (ii) of the P, W. 
Department Code; should be debited to the work for which the 
stores were originally purchased. 

Note : Theae rules do not apply to surplus meiteriaid which were originally pro • 
• cured by contraotora for themselres or Wdie issued to them and charged 
off to their aoo jiiuts under paragraph 304 (333 patagraph 309 ) 

((;) Verification of unused balances. 

313 . Unused balances of materials charged direcc to works 
should be verified a. least once a year in tba manner prescribed in 
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paragraphs 495 and 496 of the P- W. Department Code. Wherever 
this verification is made, a report of verification of the materials 
should be prepared by the Sub Divisional Officer in P. W. A form 
No. 34 and submitted to the division office. The following instru- 
ctions should be observed in preparing the report : 

(a) The closing balance (total of receipts and balances 
minus the total issues up to end of the month) should be entered 
against line B in the form and the diffp-enGes, if any, bet^teen this 
balance and the actual balance as verified against line D. 

{b) The quantities of principal items of materials probably^ 
used in work should be noted against line E. These should be 
calculated on the basis of the ‘progress’ of work done on each sub 
head, such authorised formula being adooted as raav be unproved 
by the Chief Engineer, 

(cl Deducting these quantities from rhe total quantities of 
the materials issued to the work as per line A of the fotm, the 
paper balance of the unused materials should next be arrived at 
‘■•^d set forth against line P. 

id) The report should then be completed by recording ag- 
ainst line G remarks explaining action taken (i) to adjust the dif- 
ferences as per lines D and F; (ii) if the work has been completed, 
to dispose of the surplus balances as per line G and by signing the 
printed certificates applicable to the case and scoring out the others. 

(«) The differences as per line F may be due to (1) adop- 
tion of the method of determining the actual consumption, (2) un- 
reasonable wastage or (3) shortage in some other form. The dis- 
crepancies as per line D may be due to differences between the 
actual receipts or issues with those entered in the accounts, or to 
errors in measurements or in posting entries or losses of materials 
due to carelessness or neglect or fraud on the part of the subordi- 
nates. These differences, should be carefully investigated and 
adjusted in accordance with paragraphs 347 to 350. 

314. A similar verification of the unused balances of materials 
must invariably be made on the completion of a work, but on or 
before the completion of a work, when no more materials are re- 
quired for use in construction, steps should first be taken to dispose 
of all surplus materials by transfer or sale, so that (1) the accounts 
of th.3 work may promptly receive such credits as may be admis - 
sible under paragraph 312 and (2) the balance at debit of the sus- 
pense head ‘Materials-at-site’ representing the unused surplus 
materials may be reduced to a minimum. 

On the completion of a work, the surplus materials at site 
sEould be disposed of without delay in accordance with paragraphs 
609 to 511 of the Travancore P. W. Department Code. 
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315. I£ thn Oflfioer in direct charge of a work is Wnsferred 
before the accounts of it are closed, the unused materials at site of 
the work should be verified by the relieving officer jointly with the 
relieved officer and the report prescribed in paragraph 313 should 
be prepared by the Sub Divisional Officer and submitted to the 
Division Office. 

316. A report is required annually of the value of materials at 
site of all works the accounts of which were open on the last day 
'of the official year. This report should be prepared in P. W. A. 

’ form No. 34 and submitted to the Division Office in the manner 
prescribed in paragraph 314 as on completion of work, but it is not 
necessary that the balances should be verified at the close of the 
year, if 

(i) the work has been under construction for not more than 
three months, 

(ii) the accounts of the work are expected to be closed with- 
in three months, or 

(iii) the balances were verified at any time during the year. 

317. Reports of verification of materials in form No. 34 pre- 
pared under paragraphs 313 to 316 should be dealt with in the 
Division Office in the manner described below 

{a) A register showing the clearance of the suspense head 
‘materials at site’ in the accounts of the work should be maintained 
in P. W. A. form No. 37. A separate folio of the register should 
be reserved for each work for which a ‘materials at site’ account is 
kept, and for facility of referencej the register should have an 
index, 

{b) Each report of verification in form No- 34 should be 
entered in part I of P, W. A. form No. 37 as soon as received. 

(c) The difference, if any, between the closing balance and 
the actual balance as verified-line D of form No. 34-should be re- 
corded in part II of form No. 37 and the paper balance of unused 
materials-line F of form No. 34- n part III of form No. 37. Part 
IV of form No, 37 is intended to show how the materials remaining 
unused, {. the actual balance of materials on completion, as per 
line C of form No. 34 are proposed to be disposed of. Parts I, II, 
and III should be operated on the receipt of each intermediate report 
of verification as well as of the final report, but Part IV on the 
completion of the work only. 

(d) Petty deficiencies and surpluses held to be due to the 
adoption of the, method for determining the quantities used in con- 
struction, may 'be adjusted under the orders of the Divisional Officer 
by debit or credit to the sub heads concerned, action being taken 
separately, if necessary, to make suitable revision of the method in use. 
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(e) Shortages and losses for which any contractors are held 
responsible should be adjusted by prompt recovery either in cash or 
by debit to their personal ledger accounts. The recoveries should 
be credited to the work, a suitable entry being made in the works 
abstract also, to show the credit to the work. If they are re- 
coverable from other persons the debit should be transferred to 
‘Miscellaneous Public Works Advances’ by credit to the work by a 
transfer entry. 

(f) Other actual losses which are irrecoverable, ordered to be 
written off by a competent authority, should be borne by the work 
itself and should remain charged thereto. They should be tran^. 
ferred to the sub head “contingencies” or to the other sub heads 

concerned or even to a sub head opened for the purpose, as the case 
may be, according to the statistical value of the recorded cost of 
final sub heads of work. 

(g) Materials found in excess should be credited to the work, 
under the appropriate sub heads and shown as “Receipts” in the 
column “Materials at site” in the works accounts and also in the 
Materials at site accounts. 

(A) The cost of surplus materials which cannot be sold or 
transferred elsewhere and losses on account of the sale or transfer 
of surplus stores at a reduced valuation should be adjusted in the 
works accounts by a charge to the sub heads concerned by credit to 
the sub head ‘Materials at site’. 

Note The adjustments in eJauses (f), (g) and (h) in the works looounts are only 
between the sub heads therein and do not affect the total outlay on the 
work. No adjustments therein are therefore required in the case of 
minor estimates for which no sub hoads are kept. It is sufficient if the 
correct verified balances are carried forward in the oases of (f) and (g) 
in the numerical site accounts for future purposes. 

D. Adjustments. 

318. In addition to cash payments and issue of materials, there 
are other traiisdctions relating to accounts of work, which are of 
the nature of adjustments, usually recorded in the transfer entry 
book of the Division Office. The details governing the transactions 
are given In chapter VII. 

E. Works Abstbaots. 

I, Introductory^ 

319. An account of all the transactions relating to a work 
during a month, whether in respect of cash, stock or otRer charges, 
should be prepared by the Sub Divisional Officer in one of the 
works abstracts forms- In the case of major estimates, a separate 
account should be maintained for each sub head estimated to cost 
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QOt less than Rs. 500 and in the absence of orders of the Divisional 
Officer to the contrary, the remaining sub heads should be lumped 
together. For such works and for those minor estimates for which 
the Chief Engineer may desire accounts to be kept by sub heads, the 
detailed form of works abstract A. P. W. A. form No- 31 should be 
used. For other minor estimates the simpler form of works 
abstract B. P. W. A, Form ifo. 32 should be used in which the 
acconnt of the final outlay is not kept by sub heads. 

The* estimate, account and completion certificate of petty works 
kre ordinarily prepared on a single form, petty works requisition 
and account P. W. A. form hfo, .HO and separate works abstracts 
are not necessary. But when the accounts of the work involve 
transactions which cannot be suitably recorded in Part IV of form 
No 30, the accounts should be kept on the simple form of works 
abstract, form No. 32. 

(1) Percentage charges on account of establishment, tools 
and plant, and account and audit and pensionary charges levied on 
works expenditure, under rules 5 and 10 of Appendix II should 
not be shown in works abstracts and registers of works, though 
they are eventually included in the cost of works. 

(2) The maintenance of works accounts by sub-heads in the 
following cases will be unnecessary. 

(i) When a work or sub work is executed entirely by one 
contractor irrespective of the value of work done, 

(ii) The Chief Engineer may dispense with the main- 
tenance of accounts by sub heads for any work if he considers that 
the circumstances of the work render such accounts useless or im- 
possible to maintain. In such cases, a copy of the orders, specify- 
ing the reasons should be forwarded to the Accountant General, 

320 . Ordinarily there should be one works abstract monthly 
for each working estimate, but if the estimate is for a large work 
which is divided into several sub -works, it will usually be found 
convenient to prepare a vvorks abstract separately for each sub 
work. 

II. Classification and Record of Final charges. 

^a) Major i^stimates- 

321 . The division of a major estimate into sub heads for the 
purposes of accounts is guided usually by the classification sanctioned 
m the abstract of the estimates. See para 209 of the Departmental 
Code. In all cases, miscellaneous charges of a general nature which 
do not pertain to any sub head in particular, may be treated as 
separate sub heads, being grouped under one or more heads, e. 
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‘works charged establishment’ ‘contingencies’ etc. See paragraphs 
il7 and 221 of the Public Works Department Code. 

(1; When the number of heads of an estimate is large, it will 
be convenient to assign a number to each sub head and to prefix 
this number to the name of the sub head, wherever it is used on 
vouchers, works abstracts, registers of works or other accounts. 

322. After a major estimate has been sanctioned, it may be 
decided to make a change in the method originally contemplated for 
the execution of the work. In such a case, the origin^] abstract 
should be recast in accordance with paragraph 209 of the Public 
Works Department Code. The details of coat and quantities already^ 
approved by competent authority should be rLurranged and the re- 
vised abstract should be approved by the Divisional Officer and 
thereafter treated as the sanctioned abstract of the estimate for all 
account purposes. 

323. If the number of sub heads in the working estimate for a 
work or sub work is large, it is permissible to break up the estimate 
into two or more parts and to treat each part as a sub work for the 
purposes of accounts ; but no part of an estimfate can be separated 
from the rest, if any contract for the execution of the work con- 
nected with it covers also work connected with the other parts. It 
is advisable to adopt this course if one or more pans of work or 
sub work are completely executed long in advance of the others and 
no useful purpose will be served by keeping open the accounts of 
the completed parts. 

324 . (a) The account of each sub head in the works abstract 
should ordinarily exhibit 

(i; ‘amount’ i. e. total charges finally classified under the 
sub head ; 

(ii) ‘progress’ i. e. total quantities executed from time to 

time } and 

(iii) ‘rate of cost’ i. e. cost per unit on the basis of the re- 

corded ‘amount’ and ‘progress’ 

(b) In the case, however, of sub heads, which have been 
lumped together under paragraph 319 above, or sub heads repre- 
senting items of work which cannot be expressed in quantities, no 
quantities are shown in the abstract of estimate and the record of ' 
‘progress’ and ‘rate of cost’ in the accounts is not necessary, th« 
entries in the amounc column being sufficient 

(c) In other cases, the ‘progress’ and ‘rate of cost’ should be 
recorded in the accounts both during the progress of construction 
and on completion of work, but the monthly record thereof under 
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any sub head may, during the progress of construction, be dispens- 
ed with in the following cases under the written orders of the Divi- 
sional Officer which should strictly show reasons : 

( 1) If the duration of construction under the sub head is not 
expected to be more than three months. 

(2) If the quantities executed are not in the same units as 
specified in the estimate or they cannot be expressed even roughly 
except on or towards the completion of the work. 

325 . The charges classified under a final sub head should in- 
clude all ordinary expenses incidental to construction. If any 
part of a work is puUed down and rebuilt to any serious extent, 
the extra charges for construction should ordinarily be debited to 
the sub head concerned unless they are recoverable from the con- 
tractor under the terms of his agreement. But, if the amount in- 
volved be so large as to affect sensibly the cost or rate of the 
sub head, it may be debited to the sub head ‘contingencies' ins- 
tead or with the sanction of competent authority, to a new sub head 
additional to the originally sanctioned sub heads of the estimate. 

326 . In the accounts of Major estimates, a final sub head en- 
titled ‘additional charges of materials issued to contractors’ should 
be opened if the system of issue of materials to contractors has 
been adopted, and "the rates charged to the contractors therefor 
under paragraphs 302 or 303 as the case may be, are either more 
or less than the actual cost to Government This sub head should 
bear all losses on this account and receive credit for all profits as 
explained in paragraph 306. The carriage and incidental cha’-ges 
in connection wicb the materials issued to ihe contractors should 
also be debited to this head, it under paragraph 364 they are 
chargeable to the work. 

327 . If any receipts or recoveries are credited under the 
rules to the account of a major estimate, a special sub head should 
be opened in the works abstract for the reception of all such credits. 

(b) Minor Estimates 

328 . If the Chief Engineer requires that the accounts of a 
minor estimate should be kept by subheads {vide paragraph 3i9) 
the rules in paragraphs 321 to 326 shall be followed. In the case 
of a minor estimate for buildings, bridges and other structures, 
if the transactions relating to the direct issue of materials are of 

importance and it is desirable, with the object of exer- 
cising control thereon, to record their cost separately in the ac- 
counts, the procedure prescribed iii paragraph 311 in respect of 
major estimates, may be adopted and a column opened for the sus- 
pense head ‘materials at site in the works absttact. In all other 
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cases, the accounts of ah final outlay on a minor estimate should 
be kept in a single column, headed ‘final charges’ in woi'ks abstract 
■P. W. A. form No. 32. 

111 . Suspense Accounts. 

(a) General 

329 . lu addition to the head ‘final charges’ or the final sub 
heads in the case of major estimates, a few suspense accounts are 
opened in works abstracts to record transactions of a temporary 
character which are either not adjustable as final outlay in the 
accounts of the works concerned or the correct classification of 
which cannot be immediately determined. These accounts are ; — 

(i) Materials at site for the record of the receipt and 
issue of materials, 

(ii) Contractors secured advances for the record of se- 
cured advances and their recoveries, 

(iii) Contractors— other transactions for the record of all 
other debits or credits to contractors awaiting settlement , and 

(iv) Labourers tor the record of unpaid wages of labour- 
ers and of their subsequent payment, 

(b) Materials at site 

330 The suspense account ‘materials at site’ has already been 
referred to in paragraphs 306 and 311. This sub head should be 
opened in the works abstracts of major estimates- It may also 
be opened in the case of minor estimates if the transactions "are 
of sufficient importance vide paragraph ."-lO. 

331 . Secured advances made to a contractor under para 288 
should not be charged off as final outlay on the work or under 
any sub head of it- A suspense head ‘contractors- secured advance’ 
should be opened in the works abstract in forms 33 or 32 as 
the case may be for the record of secured advances and their 
subsequent adjustment, 

(c) ^^Contractors,'" & ‘•‘'Labourers," Accounts 

332 . Advances made to contractors and suppliers under para- 
graph 335 of Public Works Department Code, whether on the 
security of materials or otherwise as well as all recoverable pay- 
ments made under proper authority to labourers and others on 
behalf of contractors, should be treated as advances made on ac- 
count of work concerned They should not be charged to the 
general suspense hi ad ‘miscellaneous P. W. advances’ but incorpo- 
rated m the works abstract as suspense transactions. The head 
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‘contractors — secured advances’ is intended solely for advances 
made to contractors, on the security of materials brought to site, 
under sub para to paragraph 288 of this Code and the head Con- 
tractors — other transactions’ should be used for all other transac- 
tions. 

333 . The head ‘contractors —other transactions’ is intended also 
for watching the ultimate payirient of unpaid balances of contrac- 
tors’ accounts. Similarly the head 'labourers’ is meant for the 
clearance of unpaid wages of labourers. If a running account bill 
6r muster roll is only partly paid, the total amount due thereon 
*a« value of work done or supplies made should be brought to ac- 
count in the works abstracts as final charges or expenditure on the 
sub heads concerned, and the amount remaining unpaid should be 
shown as a minus entry in the appropriate suspense column ‘con- 
tractors — other transactions’ or labourers. 

334 . The forms Nos, 3 land 32 works abstracts provide a colu- 
mn for each of the suspense accounts enumerated in paragraph 329, 
The use of the head ‘materials at site’ is explained in paragraph 
311 and the foot notes, printed on the forms of the works abstracts 
explain the mode of making both original and adjusting entries 
under the other suspense heads- 

335. If any wages of labourers remain unpaid after the com- 
pletion of the work, the accounts of the work may be kept open for 
a period of one month, which may be extended to three months 
at the discretion of the Divisional Officer. Thereafter the accounts 
of the work should be closed, the balance under the suspense head 
‘labourers’ being left unadjusted. This amount should be shown 
in any completion report or statement that may be prepared under 
the rules in paragraph 354, Chapter II of the Public Works De- 
partment Code, by a special remark, as a liabihty against the work 
and it should be excluded from the total final expenditure on the 
work so as to arrive at the amount actually brought to account. 

(1) If unpaid wages of labourers are claimed and paid sub- 
sequently to the closing of the accounts of a work, the payment 
should ordinarily be charged against a fresh estimate under the 
same head of service as the original work, a suitable note being re- 
corded by the Divisional Officer against the closing entry relating 
to the original work in the register of works. Where, however, it 
may prove more convenient, the accounts of the work may be re- 
opened afthe discretion of the Divisional Officer. 
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336. The account o£ a contractor should be closed as soon as 
his contract is completed. If he delays to receive final payment fop 
more than one month after the final bill has been passed, a note to 
this effect should be recorded on the bill, the account of the work as 
passed on the bill should be incorporated in the works abstract on 
the authority of the bill and the balance due to him should be re- 
moved from the accounts of the work by credit to the head ‘Reve- 
nue Deposits’ to be dealt thereafter under the rules relating thereto- 

(1) If the final account of a contractor shows that hd has al- 
ready been ovei'paid or that the account closes with a balance due- 
by him, the acccunt should be settled by a recovery in cash oi; 
otherwise ; but if an immediate recovery is not practicable, the 
balance should be removed by debit to the head ‘Miscellaneous P, 
W. Advances.’ 

337. Disbursing officers are responsible for keeping a strict 
watch over the balance under the suspense accounts ‘contractors 
and * Labourers’ with a view to nrompt adjustment by recovery, 
settlement of account or detailed measurement, as the case may 
be. _ For this purpose the statement headed ‘detail of contractors’ 
closing balances’ and the suspense head ‘labourers’ in the works ab- 
stracts should be examined monthly. Subject to the provisions of 
paragraphs 335 and 336, these accounts should be cleared before the 
accounts of a work can be closed on completion. 

_ lY; _ Liabilities awaiting Incorporation. 

338. _ Liabilities are not incorporated in the accounts of works 
except in the following cases . 

(a) Unpaid balances of partly paid running account bills or 
muster rolls are invariably incorporated, vide paragraph 333. 

. The value of materials received from sources other than 
stock (including manufacture) whether for issue to contractors or 
tor issue uirect to works is at once brought into the account of 
works even though payments to suppliers and adjustments credit- 
ing the transfer accounts concerned, may not be' made at once 
vide paragraphs 300 and 306. ’ 

(c) Wholly unpaid muster rolls and bills of contractors and 
sometimes taken to account, vide paragraphs 335 


_ Disbursing officers are, however, responsible for keepinff a 
strict watch over all liabilities with a view to settle them promptlv 
Money indisputably payable should never be left unpaid. . It is no 
economy to postpone inevitable payments, and it is very important 
liquidate and record the payment of all actual obliga- 
at egiest possible date, vide Article 88 ofthe Financial 
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339 . I£ any liabilities of works are incurred on behalf of con- 
tractors under the provisions of paragraph 287, arrangements 
should be made for withholding sufficient balances from their 
bills or for making necessary recoveries from them in due course. 
On the analogy of the rule in paragraph 262, all records on the 
authority of which liabilities may be liquidated or incorporated 
in the accounts should inva''iably specify — 

(i) the full name of the work as entered in the estimate, 

(ii) the name of the sub head thereof, if any, 

(iii) the recoverable charges, if any, with the name of the 
contractor or other person from whom recoverable. 

V. Record of progress, 

340 . Entries of progress’ in the works abstracts {vide para- 
graph 324) should be supported by details in the statement provi- 
ded for the purpose in the works abstract form. These details 
should be furnished by the Engineer or the subordinate in charge 
of the work or by any executive officer or subordinate detailed for 
the purpose, and should be based on entries already made in the 
measurement boo'*. Their compilaticm from measurement books, 
vouchers or other records, by members of the office establishment 
should not be permitted, The following points should be specially 
borne in mind . — 

(i) Only ‘quantities’ actually measured and paid for 
should be reported as ‘progress.’ 

(ii) The progress reported should specify the quantities 
executed up to date» sets of earlier measurements covered or super- 
seded by later ones being ignored, 

(iii) The progress of an item of work should be so report- 
ed as to describe as approximately as possible, in terms of the unit 
adopted, the quantities of work executed up to the required stan- 
dard. 

NOTE, It is recognised that perfect acourtcy oau not always he secured 
in making intermediate reports of piogreas. A fairly reliable 
reooul is all that is necessary hot if the nature of the work 
makes it Impossible ordifiSeultto achieve thljs in practice? 
repoits of progress may be dispensed with in cases covered by 
paragraph 324. 

VI. Preparation, Completion and disposal of 
works abstracts. 

341 . The works abstract should be pn pared in the sub divi- 
sion office in the first instance. It should be posted day by day 
from the cash book and the connected bills of contractors and sup- 
pliers, cash refauda beiug posted as minus entries. At the end of 
the month, stock and adjustment transactions should be added. 
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When the form of the works abstract contains the column 
materials at site, the charges debitable to the work on account of 
materials should be posted in the receipts column of the suspense 
head ‘materials at site’ from the cash book and connected bills day 
by day or from the transfer entry book and fc took registers at the 
end of the month, as the case may be. When materials are issued 
to contractors, the cost should be credited then and there under the 
sub head ‘materials at site issues’ or under the final head in 
the case of minor estimates, by debit to the head ‘contfactors- 
other transactions’ even though the debit to the work on ac- 
count of materials may be made later on, vide paragraph 306 
In the case of departmental works, the suspense head materials at 
site, may be cleared at the end of the month through the materials 
at site accounts by debiting the cost of materials to the respective 
sub heads for which rbc-y have been issued by credit to the sus- 
pense head materials at site. 

In the detailed statement provided for the purpose, quantities 
of work executed should be posted from measurement books or 
other sources and the closing balances of contractors’ accounts 
should be detailed so as to prove the correctness of the up-to-date 
totals under suspense head (i) contractors— secured advances and 
(ii) contractors— other transactions. The balance at the debit of 
the Suspense head ‘materials at site’ iu the works abstract should 
be reconciled with that in the detailed account in P. W. A. Form 
No. 34. The closino balances arrived at under the suspense head 
‘labourers’ in each case should be agreed with the connected record 
of unpaid wages and its correctness should be certified ox'or the 
dated initials of the Sub Divisional Officer. The works abstracts 
should then be forwarded in original to the Division Office where 
(;he necessary completing entries will be made in respect of |the di- 
rect charges and adjustment made by tfie Divisional Officer and 
the abstract checked and closed under the supervision of the Divi- 
gional Accountant, who should record a certificate in the following 
form . — 

“This abstract has been checked by me. I have personally 
compared all the i^ems in the ‘details 'of contractors’ closing b'dances 
with the contractors’ ledger and found them correct.” 

(1) The posting of stock and adjustment transactions may, 
if preferred, be done entirely in the division office. 

(2) Postings made in the sub division office should be in 
black ink and all postings and corrections made in the Division 
office in red ink. 
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(3) Office copies of works abstracts need not be kept, as the 
originals are returned by the division office after completion. Before 
the works abstracts are sent to the division office, the up-to-date 
totals should be entered forward in the return for the following 
month and these should be corrected, if necessary, on receipt back 
of the woi'ks abstracts from the division office. 

342. When finally completed in ail respects, all the works 
abstracts of a month should be examined by the Divisional Offi- 
cer and any explanations necessary called for from the bub Divi- 
sional Officer. The monthly examination of works abstracts is an 
Important part of the duty of the Divisional Officer and must 
not be omitted. Bo must initial and date them in token of the 
performance of his duty. 

F. Rbgistbb op wobes. 

I. Forhis of registers of works ^ their preparation. 

343- (a) The permanent and collective record of the expendi- 

ture incurred in the division, during a year, on each work is the 
register of works. This record is maintained in the division office. 
The object of this register is to get an analysis of the cost of sub 
works and sub heads, the rate of cost of work, and to foresee as 
far as,' possible excesses over estimates. 

(b) There are two forms of registers of works'* correspond-, 
ing respectively to the forms of works abstracts. The detailed 
form No. 39 should be used for major estimates and the simple 
form No. 40 for minor estimates. In respect of petty works the 
expenditure may be recorded in the register of works for minor 
estimates. 

344. The registers of works are posted monthly from works 
abstracts. A separate folio or set of folios of form No. 39 should 
be assigned to each major estimate, but entries relating to two 
minor estimates can be made in a single page of form No. 40. 
When separate works abstracts are prepared, under paragraphs 320 
and 323 for ihe sub works or parts of a major estimate, the tran- 
sactions relating to each works abstract should be posted separately 
and an abstract for the entire work should be prepared on a sepa- 
rate folio or set of folios for comparing the cost of the work and 
its sub works with the provision in the estimate. 

The following instructions should receive special attention. 

(a) The register of works is not a classified account of 
Works ; for facility of reference it should be supplied with an 
index which ohiauld be sub-divided under the prescribed heads of 
account classification. 
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(b) The sanctioned amount o£ estimate should be entered 
in respect of each work. When supplementary estimates are sanc- 
tioned, the additional amounts sanctioned should be entered belofr 
the corresponding amounts of the original estimate and both 
totalled. But when a revised estimate is sanctioned, the 
register of the original estimate should be closed and the 
revised estimate should be entered on a fresh folio, pro- 
minently marked ‘‘revised estimate” in red ink, and a refere-nce to 
the folio on which the original estimate is to be found should be 
entered thereon. 

(c) In the case of works for which specific appropriations ' 
are sanctioned individually, vide paragraph 91, the amount of appro- 
priation for the year should be noted in the register at the top of 
the page, any additions or deductions made during the year being 
noted in the same place* 

(d) The blank vertical column in form No* 39 should be uti- 
lised for the final sub heads of the estimate and for as many of the 
suspense heads as may be operated upon, but the sub columns for 
‘quantity’ and the horizontal columns for 'rate of cost’ should be 
left blank in respect of sub heads for which there are no quantities 
in works abstracts vide paragraph 324. 

(e) In form 40, final charges on works should be posted in 
the column 'total value of work done’ and the single column ‘sus- 
pense accounts’ should embrace the transactions uiader all the sus- 
pense accounts. 

II. Examination bx divisional obbiceh. 

345. Before the date of submission of the monthly accounts to 
the Audit OflEice, the posting of the registers of works should be 
completed and the registers should then be laid before the Divisional 
Officer for review. The monthly account of each work on which 
there has been expenditure during the month should be initialled 
and dated by the Divisional Officer in the column set apart for the 
purpose, in token of his having examined the entries and found 
them correct. Actuals as well as probable excesses, whether in 
the total cost of a work or sub head or in the rate of cost of a 
sub head, should receive special attention and works slips in form 
No. 38 should be prepared and submitted to the Chief Engineer 
when necessary, vide paragraph 84, Chapter I of the P. W. De- 
partment Code. 

(1) If the transactions of a division are very large, the Divi- 
sional Officer may allow an extra perk d of a few days for the 
completion of the registers of works, but the submission of the 
monthly accounts to audit and the completion of the works abs- 
tracts (paragraph 341) should not be delayed on this account. 
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(2) It should be seeU) with special refereuce to works on 
which there have .been only petfty or no transactions durii^ the 
previous two or three months, i£ there are circumstances justity/ng 
the retarded progress of expenditure. If any such works have 
been stopped or are known to be nearii^ completion, the delay in 
closing these accounts should be enquired into, see also psara^aph 

346. If the slow progress of expenditure is due to -delays in 
measuring work done or in settling up lulls the cause -at- work 
should receive attention* 

. , (3) In the case of workshops, the Su^rint^dmt should 

see that the register of workshc^ jobs is* posted- up-to-elate. He 
should also test check the entries in the case of nt least -5 per cent, 
of the jobs under execution and record a certificate to that effect, 

III. cursing the aeceunts «n CMpletion leorh 

(a) Settlement of liabUities and assets, and clearance 
•Qspense aocotmts. 

346. It is an object of great importance to ckee the jaccounts 
-of urca^ks as soon as possible aftmr t& actual, woik of ccmatruction 
is completed, vide paragraph 85 of the P. W. Department Code. 
If there is necessarily any delay in dosing tha jaocounts, it should 
be seen in particular that further charges are not incurr^. without 
the permission of the Divisional Offico!!. 

347. Before the accounts of a work can -be dosed on- its com-* 
pletiou, it should be seen that any adjustineuts of cost necessary 
under the rules e. g. pragraphs 180 to 187, Chapter II of the 
P. "W, Department Code, have been duly made in the accounts, that 
all tiabilitiea not originally brought to account have either been liqui- 
dated or since brought to account and fhat.the balances under the 
suspense accounts ‘contractors* and ‘labourers’ hare been cleared, vide 
paragraphs 384 to 337. If the whole ortmy psut of the expendi- 
ture on the wcark is recoverable from anotiber department, local 
body or individual, action should be taken to effect or con^dete the 
necessary recovery before die accounts cd the work bre elosed. 

348. The steps to be taken to clear the suspense head *materi- 
als«t eitd huve been detailed in par^grpp]^ 312 to 314 ^d 817. 

.349ii nhd sub head i'additioiml ^uges -for materials issued to 
contractors' vide para 326 should receive the special attention of 
die Divisional OfiScer who should, if necessary, investigate large 
closing balances under this head before permitting the accounts of 
the work to be -closed. It’is not u^essai^ fte> clear this head by 
trunsfercing the charges booked under it to. other finnl sub heads, 
bttt jwtofitp cu;i looses which are not clearly traceable to 
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differences between the rates chargeable to contractors and the 
actual cost to Government, should not be accepted as correct with- 
out closer examination. 

350> The accounts of annual maintenance estimates must be 
closed on the last day of the last month of the working year for 
the purpose. Ordinarily it shpuld be possible to complete all the 
repair work and. to settle the accounts of contractors and other sus- 
pense accounts before the expiry of the working year. If, in any 
exceptional case, any work remains , to be done, and, in accordance 
with paragraph 254, Chapter II of the P.W. Department Code, itds 
proposed to carry it on to completion, action should be taken as 
under . . 

(i) The expenditure incurred in the next working year 
should be treated as expenditure against the annual maintenance 
estimate for that year, 

(ii) The suspense accounts of the work should be closed 
in the last month of the working year, by transferring the balances 
of all those accounts to the general suspense accounts ‘ msscel- 
laneous P, W. Advance’ or ‘Public Work deposits,’ as the case may 
be, which should be relieved in the following month by re- trans- 
ferring the balances ' to the suspehse account concerned in the 
gccbunts of the maintenance estimate for the next working year. All 
unsettled liabilities and assets should then be treated, as those per- 
taining to the next working year’s estimate. 

(b) Closing entries and review of e»penditurs. 

351. (a) When the Work is completed and the accounts of it 
have been settled and written up as indicated in paragraphs 317 and 
347, a double red ink line should be ruled below th^ final entries 

and a note made in red ink ‘work completed in This 

note should be signed by the Divisional Officer in token of his 
satisfying himself that all action has been taken under these para- 
graphs. It will be the authority for treating the accounts of the 
work as closed, and a work should not be reported as completed in 
the division accounts unless this authority has been placed on 
record, 

(5) If it is a deposit work, steps should be taken promptly 
to surrender the unexpended balance, if any, of the deposit with 
the approval of the Divisional Officer. 

(c) JSascesses oner Estimates, 

(i) Excesses passed by the Divisional Officer, 

352. If the total expenditure on the work is in excess of the 
sanctioned estimate, and the excess is passed by the Divisional 
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Officer under his powers, .thff.wojrda ‘ex<^3 passed by me’ should 
be added to the completion note under paragraph 351. 

(ii) Completion reports 'and estimates. 

353 . If, however, the excess is not within the Divisional 
Officer's powers to deal with, a detailed completion report at 
P. W. A. form No- 43 should be prepared or the item should be 
included in a consolidated completion statement of works and 
repairs in form No. 44 as may be required under the rule in para., 
graph 35f, chapter II of the Public Works Department Code. The 
completion note in the register of works should then be amplified 
thus , 

‘Works completed in completion report/statement submitted 
with this office letter No. dated The 

orders passed subsequently by hi^er authority on the excess re- 
ported in the completion Statement or report should be noted in the 
register of works to complete the record. The completion statements 
and reports received after admission in the Accountant General’s 
Office, should be arranged h^d-war and carefully filed in the divi- 
sion office. ' '■ 

IV. Corrtciion of errors after closing of account s^ 

354 . Should an error or ppamission in the recorded expenditure 
of a work come to light after its accounts have been closed (see 
paragrai^ 85 of the P. W. Department Code), the account may be 
reopened in order to rectify the error or omission unless the amount 
involved is not more than ten rupees in which case it will be suffi- 
cient to make a note of the error or omission in the relevant docu- 
ments concerned. 

G. CoHTB ACTOBS’ , L 1 DOX& ‘ 

I. Form and use of the ledger, 

355 . The accounts relating to contracts should be kept in the 
contractors’ ledger P- W. A. form No. 42, asepaiiate folio or set of 
folios being reserved for all the transactions with each contractor 
for whom a personal account is maintained, vide paragraph 356* 

356 . Except in the following case, a personal account should 
be opened in the ledger for every contractor whether or not a 
-formal contract has been entered into with him. 

If the work or supply entrusted to him is not important and 
no payment is made to him except on a first and final bill, fomi No. 
23 on completion. If any materials are issued* to contractor 
or any payments made on his behalf, a ledger account must be 
opened. . . • . .i, 

Hotb . — 'So peraODftl ledger aocounti need, however* be maintamed in the case 
of payments mdo to petty labou? oootrecWra eogeged in the P* 
W^keliop^ 
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II. posting Leigsr» 

357. The contractors’ ledger should be written up in the divi- 
sion office. It is not neoeasary for the sub divisional officer to 
maintain a similar ledger in hid office, but if he maintains one the 
Divisional Officer may not require him to furnish extracts there* 
feom. 

NotBv— ^ th« Siib:l>i^iiioa«lOffioerftftcor«ipontiblo for th» oletraace from 
work! aocoUDti of all outstandings against oontraotors,^ Tide para- 
graph (b)» a list of balaooei duo to and from piece workers aod^ 
aontraotota ahonldttoefore be maintained by themy and this may> 
preferably bo done in the tame form as the oontraotors' ledger. 

3S& Except when a ccmi^aotor’s .account is to be closed' and 
the procedure prescribed in paragraph 336 is observed in respect of 
unpaid billsg che value of work ^ne or suf^lies made by a contrac- 
tor shotdd not be credited to his account until his bill has been 
passed and payment made thereon. Debit, entries in the ledger 
dioidd be made only on the basis of transactions recorded iu toe 
aceounjtsr, toe postings being made from the supporting cash, stodc 
or adjustment vouchers ; liabilities not yet liquidated should be 
excluded altpgether. The value of materials,, if any, issued to a 
contractor under paragraph SD3 or* 303 shotild be debited to his 
account on toe authority of hia acknowledgment, see paragraph 
306. 

Security deposits of contractors shduld not be included in 
their personal accounts in the ledger, vide paragraph 417. 

359. (a) The form of toe ledger provides for the following 
columns •• — 

Particuiars ofUff or^^vOueMen 

1. Date 

2. Voucher nuwdier 

3. Semi numbec, if a running account UlL 

transaeiions detaOsd by tuapenss heads. 

4. Secured advances 

5. ‘ Other tratiaactions 

6. *''Name df work or account and particulars of^trau' 

sactions. 

Gross tranaaetions» 

7. 'DeUta 

I 6. Credits 

9. Total i^ue of work or supplies. 
bUfSBaikl. 
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(b) CbiwanB 7 wid S cooslitote the ledger acconnt proper 
and columns 4 and 5 set forth the net effect of each posting on the 
two suspense’ heads making up the account. Column 9 is also not 
H part of the perscmal account but will be found useful for the pur» 
piose of exereising a cheek over the ccmtinuity of bills in the daso 
of running accounts. 

(c) Columns 1 to 3 and 9 require no explanation. Instruc- 
tions for filling in columns 4 to 3 in the case of personal accounts 
are giveh below ; — 

(i) Column 6 — ^Narae of work etc. Here should be en- 
.tered the full name of the work to which the bill or voucher relates 
except in the ca^e of suppKers* BiMs when the n.ama of tiie account 
ccMicemed, stock or purchases, should be stated.. Brief particulars 
descriMng tibe nature of the transaction should then be added, and 
against the line should then be posted, in the money ocdamns 4, 

7 and the figures rela-ting to the transaction only. When a 
deduction made from a contractor’^ bill for one work is creditable 
to the aceoitnt of another- work*' and sucb credit is in connectioii 
with his contract for the la tt^ week, two distinct sets, ©£ entrica 
should ba made in th» i^er one lor the payment made on account 
of the former work and the other for the recovery creditable toi the 
latter, as if that recovery had been made in cash. The astoond set 
of entries ’ should be posted in a.sei»rate line, in oedumns hand 
& jf^ahist the name of the work concerned. 

Note.— I f there are sereral coiftraotiia oonnectic® with a work or aaeount** 
'^the traBsactiona relating to each ahoold be distingu^ed 
^Dotin^ nnznber and date of agireemenl gr work order- 

(ii) Column 5 — Other transactions. In the case of run- 
ing account bills, figure G of the- memorandum of payments should 
be posted in this column. If a payment is made on a first and 
fcajd bill, P. W. A. form 23, no entry should be made in thia 
cohman unless a recovery is made from the contractor on any 
account. In the case of transactions other than these, the an^unt 
paid or recovered should be entered. 

(iii) In columns 4 and 5, debits bo contractors should be 
postjed as plus entries and credits as minus entries. 

(iv) Column 7— Gross transactions— debit. If it is a run- 
ning account bill, figure H of the memorandum of payments should 
be posted in this column, oth^^wfee the total amount paid or charge- 
able. 

tv) Ccdnmn 8 — Gross transactions — credits. Here should 
be entered the value of work or supplies creditable to the contractor 
which* will be figure F in the e^se of running acoouiit bills, 
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(vi) Column 9 — Total value of work or supplies. In the 
case of running account bills, here should be entered the total value 
of work done or supplies made up to date aa per figure A of ac- 
count 1 of bill but before posting the bill it should be seen that the 
figure shown in account 1 of it aa “Deduct value of work shown on 
previous bill” agrees with the last entry in column 9 of the ledger 
against the work concerned. In token of this check, this last entry 
in column 9 should be initialled (and dated) by the Divisional 
Accountant. 


III. BALAnciua and bbconciliation. 

360. The ledger accounts should be closed and bilanced month- 
ly. The closing balance of each personal account should be detail- 
ed so as to show, in respect of each separate work or account (stock 
or purchases), the amount outstanding if any under each of the 
suspense accounts (i) secured advances and (ii) other transactions 
with a quotation in each case of the last running account bill and 
of all the vouchers supporting unadjusted outstandings under 
other transactions not incorporated in the last running account biU. 
In the case of running account bills, those balances can easily 
be ascertaiued from the memorandum of payments of the 
bill or bills referred to and it will be found convenient in practice 
to make a note of the outstanding balance of each bill in the ledger 
when posting the bill, so that at the end of the month the closing 
balance of the ledger account may be verified with the net result of 
Ihe details already recorded. 

361. The Divisional Accountant should be held responsible for 
the correctness of the contractors' ledger and for securing agree- 
menlB month by month between the balances detailed in the works 
abstract and the corresponding balances of the accounts in the 
ledger. He should farther see that there is no indication of a 
transaction pertaining to a running account having been settled on a 
form of bill not permitted to be used for the purpose, 

362. (a) P eriodically all the personal accounts in the ledger 
should be examined to see 

(i) that the balances do not remain outstanding for a long 
time without justification, and 

(ii) that in the case of running accounts, bills ajre prepared 
at reasonable intervals. 

(b) Elntrles in column 9, total value of works or supplies 
not bearing the initials of the Divisional Accountant recorded unde 
paragraph 859 c, vi should be reviewed in partitsular to ascef 








tain the cause ©f delay if any in the preparation of final bills. This 
examination must invariably be made before a volume of the ledger 
is laid aside on completion so as to ensure that all outstanding 
accounts in it are carried forward to a new volume. □ 

IV, ScBUTINT OF ACCOUUTS BT CONTBACTOBg. "> 

' r 

363. A contractor requiring a copy of his running account 
bill or au extract from his accounts in the contractors’ ledger 
should be furnislied with the same. He should be encour*ged to 
look into his accounts in the ledgers and sign it in token of his 
acceptance of it, ■ 

H, Suhbbt BtruES. 

1. Carriage and In6id$iUtl Charge*. 


36 1. (a) Ths cost of carriage of stock materials to site of works 

and .all carriage charges in connection with the movement from 
place to place of other materials issued to or provided for a work 
specially should be charged direct to the account of the work, the 
exact classification of charge being as indicated below : 


Nature of issia of 
' . lOixteriiila. 

Head chargeable in th^ aooouet 
of Work# " 

1 

tsatiefl to oontractors uoder 

'Final chargee & the" eaee of 

paragraph SO 2 

minor eetimates and additional chargee 
for materials iasned to edntraotors* in 

(a) the prOroitod place of 

delivery. 

1 the cage of major eBtlmsteB. 

The peraonel aeoount of con- 

Cb) Beyond the place ofdeU- 

tractor nnder the saspenee hetd 

Tory if inourred- 

tractore^other tranai^ioOB.* 

iL ISflUei to coiitraotors onder 
paragraph 303, 

do* do# 

thoeeb.head to which the Ooil 

III. 1881? 08 direct to worki. 

of the materials ia charged# 


(b) When surpl us matedsds are returned froma work to stock, 
tie cost of carriage should be bprue. by the work, but if they are 
transferred to another work, the charge may be debited to either 
work as may be equitable. 

(c> incidental charges connected with, the movement of 
materials issued to or provided specially for a work or return there:- 
from should,be adjusted in the same way as the cost of carriage. 

(d) In all Cases, thfe places from and to which conveyed, the 
distance, the quantity and the approximate weight must be 
stated in the payment Vouchers. 












U. Oha'B&es fob the Examination of soil. 

365. The expense attendant upon the necessary examination of 
the soil for rhe foundation of works ordered by competent autho- 
rity should be treated as outlay on worke and not as the contingent 
charge, provision , for -it bemg made^nder the service head concern- 
ed in a requisition or estimate according to the sum involved. 

366. Municipal and other taxes on public buildings residential 
or non-residential, when chargeable to the Public works Department 
as the department in administrative control of the building should 
be treated as expenditure on repairs and debited to the maintenance' 
estimates of the buildings, concerned. i 

When the P. W- D. entrusts to the agency of the Local Board 
the maintenance of Government buildings or roads , without trans- 
ferring the proparty to the Local Bodj) the payment made to it on 
this account .should be treated as a payment for work done by a 
a^ntractor. If lump sum payment has been agreed upon, the pro- 
cedure for settling the account periodically, and for recording the 
cost of the work, may be simplified, with the concurrence of the 
Accountant General, prorided s 

(a) that a certificate that the work has been done in accord- 
ance with the conditions agreed upon is placed on the records by the 
Executive Engineer or a sub-divisional officer deputed by him for 
tbe.pui|)03e. 

(b^ thalt if the .payment is made for a number of works, 
expenditure on -all of whdch cannot be classified in the accounts 
under a single hjad of account, the necessary detailed classification 
of the charge is set forth, and 

■(c) that, as far as possible, the liability of a year is settled 
within that year. 

111. Scopi OF Sanction. 

367. The authority granted by a sanction to ap estimate i* 
strictly iiaartted- -the- -pwoke-' ’oj^ectsfiorwhichtiieusrimate^U'nB 
hitmided'tof provide. Accordingly, it is not permissible to applyt 
withont the sanction of the competent authority, any antic^iateid jor 
actmal savingBy wkethmi dUjB) to . the abandofunexut of a parto{^work 
or to any other cause, on a sanctioned estilnateiof' a dej^te^ pnoiect 
to caory out additional work aot contemplatad in the original pro* 
jeot or fairly contingent on its actual execution. 

. '368 a. Annual contributions recovered from local bodies or pri- 
vate parties which have been fixed as a specific sum without refer- 
fnce m the a^imt actually spent by Government on certain worAs. 
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e. maintenance of roads, bridges, hospitals. &c., taken over 
under Government controL or Government irrigation works, etc , 
should be credited finally in the accounts to the appropriate head of 
revenue vide statement A of Appendix 1. The actual expenditure 
on the works will be charged in the P. W. accounts in the same 
manner as on other Government works. 

Note. " The Accoantant General will maintain a list of contributions recorerable 
annually and will wstoh the recoreries in audit through the rsgister of 
special recoveries* 

(b) In the case of contributions which are not fixed once for 
'all as.a specific sum but which are fixed on each occasion either 
with reference to the total cost of the work or otherwise as in the 
cage of tank restoration scheme works, the contributions should be 
credited to public works deposits and the outlay iucurred should be 
charged against it in the first instance. After the deposit has been 
exhausted, any further outlay should be charged to Government 
under the relevant head of account, and any adjustment which may 
become necessary on the basis of the agreed share of cost in the case 
of tank restoration scheme works should be carried out just before 
the accormts of the works ^re closed. 
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CHAPTEE S. 

Manufacture Accounts. 

A, Introductory. 

369. When materials are manufactured departmentally, either 
for the general requirements of works or for a particular work, a 
separate accouni., called a manufacture account must be kept of 
the transactions connected with each manufacture. 

370. The detailed accounts of the expenditure on a manufac- 
ture are maintained in the same way as the accounts of a work and " 
in addition, an account is kept of the quantities and values of the 
products of the manufacture. The two sections of the accounts are 
known respectively, as the ‘operation’ and the “out-turn” accounts, 

371. The ordinary forms of the registers of works are unsuita- 
ble for recording the progress of the transactions of a manufacture. 
P, W. A. form No. 41— Eegister of Manufacture, should be used 
instead. 

372. It is essential that the accounts of a manufacture shall not 
remain open indefinitely. If the operations are seasonal, the 
accounts of each season should be kept separata and closed as soon 
as the operations are closed. In cases in which operations are 
continuous, the ac munts must nevertheless be closed periodically, 
but at least once a year, 

B. Operation charges. 

373. A manufacture account is charged directly with (1) the 
value of raw materials issued from stock or obtained otherwise ; (3) 
the cost of the labour employed j and (3) other incidental charges 
connected with the operations. 

374- The following rules apply to certain special incidental 
chargss ■ 

(a) Capital charges, such as the cost of land, kilns, special 
plant, etc., incurred in connection with a manufacture which does 
not extend beyond a single season are debited wholly to the account 
of the manufacture. 

(b) Capital charges in connection with a manufacture ex- 
tending over more than one season should be debited, in the first 
instance, to a special account under the sub head ‘land, kilns, etc.,’ 
of the stock account. This account should also be charged with 
the cost of repairs and renewals of the kilns etc. All these charges 
shjuld be recovered in suitable instalments by debit'ito the ‘opera- 
tion’ accounts of the several seasons, the number of instalments and 



CHAP. X.] 


MaNTJPaCTUBE accounts 


isi 


the amount chargeable for each season being determined on the 
merits of each case. 

NOTE 1. — The decision as to the suitable instalments whereby the ‘land, 
kilns etc/ account is to be cleared periodically, as given by the 
authority sanctioning the initial charge should be recorded in the 
register of stock and not deviated from without the further orders 
of that authority. 

Note 2 — when the land, kilns, plant etc-, acquired for departmental manu- 

* faoture operations are leased to a contractor of 'the division or other 

person, the rent charged should be credited to this special account 
and not to revenue. 

(c) If the manufacture is undertaken on behalf of other 
divisions or departments, or of local bodies or individuals, a charge 
should be made on account of establishments and tools and plant, 
if leviable under the rules, vide, appendix II, for the outlay on 
works undertaken on their behalf. 

(d) Save as provided in clause (c) above, no charge is per- 
missible on accaunt of the general establishment and ordinary tools 
and plant charges, or on account of interest on the capital cost of 
the land, kilns, plant etc,, though all these charges should be in- 
cluded in any pro-forma accounts of the manufacture operations of 
the division, which may be prepared under the orders of Govern- 
ment, with a view to compare the cost of articles manufactured de- 
partmentally with the rates charged by suppliers, 

375- The accounts of road metal digging are not treated as 
manufacture accounts, but the charges connected with land quarries 
acquired for such operations should be dealt with in accordance with 
paragraph 224. 

C. Value of out-turn. 

376. A manufacture account is credited with the value of the 
manufactured articles and of the surplus materials sold or other* 
wise disposed of (paragraph 312.) 

377. The out-turn account referred to in paragraph 370 should 
show, month by month, the quantities and value of each class lof 
articles manufactured, compared with the corresponding figures 
diown in the estimate (if any). The detailed account for each 
month should be prepared in form No- 33, out-turn statement of 
manufacture, and should be attached to the works abstract for the 
operation. 

378. The rates for valuing manufactured articles should be 
fixed as to represent, as accurately as possible, the actual cost of 
manufacture per unit, but should not exceed the market rates. 
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D, General Account, 

379 . A manufacture account is essentially a suspense account, 
as the cost of the operations cannot be cleared finally until they 
are closed. Manufacture transactions are, therefore, recorded 
under a distinct sub head, called ‘manufacture’ of the stock suspense 
account. 

380. In the stock accounts, the manufacture transactions 
should be recorded thus ; 

(a) ‘Operation’ charges should be shown as receipts of stock 
under the sub-head ‘Manufacture’, charges representing ViUue 
stock materials issued to manufacture being simultaneously treated 
as issues of stock under the- sub-heads concerned. 

{])) All out-turn should first be brought formally on the 
stock account, by crediting its value to ‘manufacture’ and simultii- 
neously showing the articles as receipts of stock under the sub- 
heads concerned. 

(1) If the rate at which any article of out-turn^ manu- 
factured for a particular work, is valued, is different from the issue 
rate of a similar article already in stock, the two articles should 
appear as distinct items in the stock accounts. 

(2) No storage ch&rge is leviable in respect of materials 
manufactured on behalf of other divisions, departments, local bodies 
and mdividuals which are formally passed through the stock accounts 
under this paragraph. See also paragraph 374 (c) 

381. The difference between the ‘operation’ and ‘out-turn’ 
should be adjusted under the orders of competent authority before 
the accounts of manufactui-e are closed. If the orders issued have 
the effect of enhancing or lowering the value of the out-turn 
already brought to account, the adjustment will be made by a 
suitable entry (without any fresh quantities) in the out-turn state- 
ment form No. 33; in other cases, the loss or gain, as the case may 
be, should be taken to the expenditure or revenue head concerned 
by a regular transfer entry, which will affect the 'operation’ account 
only. In all cases, the total ‘operation’ and ‘out-turn’ should equal 
each other on closing the manufacture account. See also para-' 
graph 182. 
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CHAPTER XL 

Suspense Accounts. 

A. Introductoby. 

382 . The account of the minor head ‘suspense’ sub-divided into 
as many of the four heads named below as may be required is kept 
in each* division. 

!■ Purchases 
2. Stock 

8. Miscellaneous P. W. Advances 
4. Workshop suspense. 

These heads are of-a temporary character and all transactions 
recorded under them are ultimately removed either by payment or 
recovery, in cash, or by adjustment. The transactions, therefore 
consist both of debits and credits, the latter being treated as reduc- 
tion of expenditure when making up the account. 

B. Purchases. 

383 . When materials are received from a supplier or from 
another division or department, their value should be credited to 
purchases — 

(i) immediately on their receipt, if they have been received 
for a specific work, ao that per contra the cost may be included at 
once in the accounts of the work and those accounts, as well as the 
connected subsidiary accounts, may take cognisance of the receipt 
of materials at the earliest opportunity, vide paras 300 and 306 ; 

(ii) on closing the accounts of the month, if they have been 
received for stock and payment has not been made for them during 
the month so as to secure agreement between the quantity and 
value accounts, vide paragraph 172. 

384 . When the actual value of the materials is not known, it 
will suffice if an estimated figure is adopted, any difference being 
adjusted as soon as known, by a plus or a minus credit to purcha- 
ses, as the case may be. See also rule 1 to paragraph 885. 

385 . When the price of materials is paid or adjusted in trans- 
fer, the payment should be debited to purchases, and the outstanding 
credit thus cleared. 

(1) If the amount admitted in payment exceeds the amount 
credited to purchases, the difference should be charged direct to 
stock or to work concerned. 
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386. Unclaimed balances in the purchases account should be 
dealt with in accordance with the procedure prescribed for deposit 
balances in paragraph 427. Paragraph 428 regarding the repay- 
ment o£ lapsed deposits applies mutatis mutandis to repayment of 
lapsed balances of purchases, 

387. The account of this head should be kept in P, W. A. 
form 61 suspense register, the details being recorded in a separate 
set of folios for each of the two headings (i) purchases ‘for stock 
and (ii) purchases for specific works. 

C. Stock. 

388. The head ‘stock’ is opened in all divisions in which stocks 
of materials are maintained for general purposes, vide paragraph 
494 of the P. W. Department Code, In divisions in which no 
stocks are maintained this account should be opened only when any 
manufacture operations are undertaken, 

389- The money limit for the stock reserve of a division pres- 
cribed by the Government vide paragraph 494 of the P. W. Depart- 
ment Code, is meant to be applied to the value of materials acquired 
or manufactured for stock purposes only. Excesses over this limit 
are, therefore, permissible only when caused by unadjusted ex- 
penditure on manufacture operations connected with specific sanc- 
tioned works. 

390. The account head ‘stock’ is charged with all expenditure 
connected with the acquisition of stock materials and with all 
manufacture operations and with the expenditure incurred on stor- 
age- It is credited with the value of materials issued to works, or 
sold, transferred or otherwise disposed of, and the balance of the 
account represents the book value of the materials in stock plus 
the unadjusted charges etc., connected with manufacture plus the 
unexpended expenditure on storage. 

391- The sub heads of the ‘stock accounts’ are ; — 

1. Small stores 

2, Building materials 

3- Timber 

4. Metals 

5. Fuel 

6. Painters stores 

7 . House fittings 

8. Miscellaneous stores etc. 

9. Land kilns etc. 

10. Manufacture, and 

11. Storage. 
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392 . (a) The general account o£ the receipts, issues and balances 
o£ the suspense head ‘stock’ should be inaintiiined in the suspense 
register, P. W- A. £orm No. 61. A separate account should be 
kept in respect o£ each sub head, the transactions o£ the several sub 
divisions being detailed therein as separate items and the totals o£ 
all sub-divisions as another. Transfers within the division should^ be 
accounted for against a single item ‘deduct — transfers within divi- 
sion’ befc>re the total for the entire head ‘stock’ is struck. 

(1) The clearance of balances under ‘transfers within divi- 
sion’ should receive special attention. 

{b) The subsidiary accounts of stock are described in chap* 
ters VI and X. 

393. The balance under the sub head ‘storage’ should be finally 
adjusted, urde para 195, on closing the accounts of the year as _a 
‘surplus’ or ‘deficit’ i. e., as a profit or loss on stock according as it 
is a plus or minus balance and should not be carried forward to the 
following year- 

D. Mkcellaneotjs P. W- Advances. 

394 . Transactions recorded under the head ‘miscellaneous 
P, W. advances’ are divided into four classes : 

(i) Sales on credit- 

(ii) Expenditure incurred on deposit works in excess of 
deposits received. 

(iii) Losses, retrenchments, errors, etc. 

Ov) Other items, 

Note: ^Personal advances drawn from the Treasury and audit retrenchments 

made from bills cashed direct at the Treasury do not appear in the 
accounts of division offices. Advances made to contractors appear in 
the accounts of works. 

395 - When stores of any kind are sold on credit, their value 
(plus, if recoverable, the supervision charges referred to in para- 
graph 506, Chapter IV of the P. W. Department Code) should be 
debited to Miscellaneous P. W. Advances under the sub head ‘Sales 
ou credit’, so that (1) the accounts of stock or works from which 
materials are issued may be kept correct, and (2) the recovery of 
the value from the local body or individual concerned may be 
watched through the regular accounts. 

■^ot& In each case there mnst be authority £qr the sale on credit. 

396 . Cutlay on deposit works is required to be limited to the 
amounts of deposits received. Any expenditure incurred on depo- 
sit works in. excess of the amount deposited {vide para 433) 
is cliargeable to Miscellaneous P. W. Advances pending recovery 
to effect which action should at once be taken. See paragraph 401, 
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397. Under the heading ‘losses’, retrenchments, errors, etc., 
appear the following = — 

(a) Deficiencies in cash or stock. 

(b) Actual losses of cash or stock. 

(c) Errors in accounts awaiting adjustments. 

((?) Retrenchments and losses of other kinds recoverable 
from Government servants. 

398 . The head ‘other items’ is meant for all debits, the alloca- 
tion of which is not known or which cannot be adjusted until 
recovery or settlement is effected or write off ordered. 

The following may be cited as examples : 

1. Debits, the classification of which cannot at once be deter- 
mined, 

2‘ Recoverable debits not pertaining to the accounts of a 
work, and 

3. Recoverable outstandings pertaininer to works, the ac- 
counts of which are closed (vide rule 1 to paragraph 336 
and paragraph 350.) 

399 . No charge may be debited to Miscellaneons P. W. Ad- 
vances on the ground of absence or insufficiency of sanction or 
appropriation except as provided in paragraph 396. 

Note- The share of Municipal taxes paid by Government on behalf of 
tenants of Government buildings should be debited to the head 
pending recovery. 

400 . Items in the ‘ Miscellaneous P. W. Advances’ account are 
cleared either by actual recovery or by transfer, under proper sanc- 
tion or authority, to some other head of account. Items of 
balances which may become irrecoverable should not be so trans- 
ferred until ordered to be written off. 

401 - The detailed accounts of this head should bo kept in form 
No. 61 suspense register. 

For items falling under the class ‘ expenditure incurred on 
deposit works in excess of deposits received ’ details are not neces- 
sary, as these are recorded in the schedule of deposit wmrks, form 
No, 60. 

For each of the other three classes of items, a ^parate set of 
folios should be reserved, and all the items under each class should 
be detailed so that their clearances may be watched individually. 
An abstract should be prepared to show the totals of all the classes. 

E. WoEKSHOP — S uspense. 

402 . When a workshop has been established, the accounts of 
which are kept in accordance with the rules in cha'pter XII, all 
direct outlay ou the jobs executed find on other operations of the 
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workshop is passed through the suspense head — ^workshop suspense 
and a separate account is kept under it of each job or operation, so 
that all charges relating to each may be collected and charges of a 
general nature may be suitably distributed over all the jobs or 
operations afiEected, before the total cost recoverable is deter- 
mined. 

403. The recorded expenditure on a job is removed from the 
suspense account only when, and to the extent, an adjustment is 
effected against the deposit received or against the service or other 
head concgrned, vide paragraph 412. This removal is effected by 
& credit to the account of the job. But when any charges are 
1 transferred froiQ one job or operation to another, the transfer should 

Be made by plus and minus debit entries. 

404. On the completion of a job all outstanding charges on it 
must be debited, as soon as possible, to the head concerned, but 
in cases where this cannot be done, as in the case of expenditure 
incurred in excess of deposit received, the unadjusted amount should 
be tfansferred to the head ‘ Miscellaneous P. W, Advances’ pend- 
ing settlement, 

405. The detailed account of this head should be kept in a 
suitable form prescribed in accordance with the rules in chapter XII, 
the object being to maintain an account showing the cost of each 
job or operation and its adjustment from time to time. 
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Workshop Accounts. 

A. Inteoductoey. 

406. TheP. W. Workshop at Trivandrum exists as a distinct 
division, the objects in running which are detailed in paragraph 
527 o£ the Public Works Department Code. The rules in this 
chapter are only o£ general applicability to a workshop and should 
be supplemented by special rules in the case of P, W. 

Trivandrum. 

407. For every job there must be an estimate of cost (provi-. 
ding for all charges including the prescribed percentage for indirect 
charges, vide paragraph 41 3) sanctioned by competent authority 
and accepted by the indenting officer, local body or individual. The 
amount to be realised from the indenting party will, however, be 
based on the actual cost, though the authorised limit of cost, which 
the oShcer in charge of the workshop may incur without further 
authority is that shown in the accepted estimate. 

NotB' If the execution of a job for anotlier division or department is likely to 
extend bejond one financial year, the limit of the cost which may be in- 

^ Qurred in each official year should also be settled beforehand. 

B- Dieect aed Iedieect Chaeges. 

408. Charges on jobs. The total charges on a job («. e, the 
cost of it) divide themselves into 

(i) direct charges *. e. charges for liabilities incurred on 
account of the job, 

(ii) indirect charges e. charges which are levied at a per- 
centage to cover the cost of establishment and tools and plant em- 
ployed on the job and other items such as, interest on capital cost 
of buildings, plant and machinery, depreciation of buildings, plant 
and machinery and maintenance charges of the same. 

409* Receipt and expenditure transactions in connection with 
workshops are brought to account as follows : — 

(a) Where capital accounts are kept of a workshop intended 
mainly for tie needs of the Public Works Department, all expendi- 
ture incurred upon it, whether of the nature of capital or of work- 
ing expenses, should be recorded under the major head ‘‘ 86 Build- 
ings.” Recoveries of capital expenditure will be taken in reduction 
of such expenditure; revenue receipt will be booked under the 
minor head “ XXVII Workshops Receipts” which may be 
sub-divided so as to meet the requirements of the pro-forma ac- 
counts of the shop. 
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ih) Where no capital accounfe are kept of a workshop intend- 
ed mainly for the public works department, all expenditure should 
be booked under the head ‘‘36 buildings etc.” and all receipts, 
whether ‘'recoveries of expenditure” or “revenue receipts” under 
the detailed head “ XXVII Fines, refunds and miscellaneous,” 

410 . All capital charges on buildings, plant and machinery and 
stock materials, and all revenue charges incurred on their mainten- 
ance and on the up-keep of the necessary general establishmenr 
should be accounted for as ordinary public works transactions undeg 
'the major head “36 buildings etc.” in accordance with the precedine. 
article and under the general rules of other chapters of this Cod . 
Xbefe are charges which neither pertain to any individual job exe- 
cuted in the shops, nor are capable of direct apportionment among- 
st all the jobs, and are therefore, met out of the grants of the de 
partment, the distribution of such charges over individual jobs 
being made in accordance with the rule in paragraph 413. 

411 . All other expenses connected with the operations of a 
workshop are chargeable to the jobs concerned, and should, there- 
fore be accounted for under the suspense head Workshops suspense 
(vide paragraphs 402 — 405). The charges pertaining exclusively to 
any job should be debited to it at once, and those of a general 
nature should be treated in the first instance as general charges 
(under one or more suitable headings) and apportioned subsequen- 
tly amongst the jobs concerned in accordance with a definite pro- 
cedure. 

(1) This paragraph does not apply to incidental charges 
connected with the stock of materials which should be dealt with 
under paragraphs 183 and 410. 

(2) -^11 liabilities should be taken into account, even though 
undisbursed, so that the general charges may be correctly allocated 
month by month, and the recorded expenditure on each job may 
represent, as far as possible, the actual cost up-to-date. 

412 . In the case of jobs of all classes, the cost of operations 
should be charged off or adjusted on transfer (paragraph 403) as the 
case may be, month by month, but in the following cases the ac- 
counts of a job may be settled once a year in Earkatagom, or in an 
earlier month if the job is completed earlier (vide paragraph 404.) 

(u) When the total cost during the year is not lai-ger than 
Be. 100 or any other limit that may be fixed in consultation with 
the Accountant general. 

(5) When the monthly settlement of account is inconvenient 
to the indenting division or department , 
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1. When the estimated cost of a job is recovered in advance, 
it should be kept in de|)osit in the first instance, and the adjustment 
of actual cost made under this paragraph should be effected against 
the deposit, the unexpended balance being refunded only when the 
job is completed and the account of it settled. 

413. In addition to the direct charges referred to in paragraph 

411, the account of each job should be debited not through the 
workshop suspense account but directly under the head o'f account 
concerned, with suitable percentage _ to cover the indirect charges 
enumerated below : — ,, 

(a) Supervision charges under paragraph 506 of the Public 
Works Department Code. 

(bj Interest on the capital cost of buildings, plant and 
machinery. 

(c) Maintenance charges of buildings, plant and machi- 
nery. 

(d) Depreciation of plant, buildings, and machinery. 

(g) Establishment charges (including 1 per cent on account 
of audit and account establishment) see rule 10 (1) of Appendix 11, 
see also paragraph 410. 

The percentage for supervision charges should be calculated on 
the value of materials issued on each job. The other charges are 
ordinarily calculated on the total cost of labour and stores pertain- 
ing to the job. It is usual to charge a further percentage on acco- 
unt of profit except in the case of jobs executed for other divisions. 

1 . The percentage realised on account of establishment 
charges is treated as reduction of expenditure in accordance with 
the rules in Appendix IL 

2. All other percentages 'are treated as revenue receipts. 

414. The indirect charges referred to in paragraph 413 should 
be brought to account whenever the settlement of the account of 
direct cWges is effected under paragraph 413. 

0, Ahnuaii Account aNb Ebvibw. 

415. Annually, pro-forma accounts of each workshop should 

be prepared consisting of ; ' • 

(i) the capital account, showing the value (after making due 
allowance for depreciation) of the buildings, machinery, and plant, 
aud stock, and the outstanding balance of the workshop suspense 
account! 
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(ii) the out-turn account showing in such detail as may be 
necessary, the chai-ges on labour and stores, and the general and in- 
direct charges ; and 

(iii) the profit and loss ac(;ount, showing on the one side the 
actual working liabilities of the year, e.g. 

(a) interest calculated on the mean capital of the year under 
all the heads named in (i) above, 

(fi) the actual maintenance charges of buildings and machi- 
,nery and plant, 

(c) depreciation of buildings, machinery and plant calcula- 
ted on the capital value, thereof and 

id) general establishment charges plus 

1 . a suitable addition thereto on account of leave and 

pensionary charges; and 

2. one percent for audit and accounts establishment only 

on such jobs in respect of which this percentage 
is not credited to the major head “19 General 
Administration— E Accountant General’s Office” 
in the regular accounts (vide rule 2 to paragraph 
10 of Appendix II) and on the other side the 
percentage charges made under paragraph 413 
excluding the 1 per cent for audit accounts esta- 
blishment credited to “19 General Administra- 
tion — E Accountant General’s Office” under 
rule 1 to paragraph 1 0 of Appendix II. 

Note* The stock account should be treated as part of the workshop account only if 
and to the extent the reserve stock is declared by Government to be part 
and parcel of the shops. When the whole or part of a stock is merely an 
adjunct to a workshop neither the interest charges on it nor the losses or 
gains (including supervision charges) aribing out of it should appear in 
the Profit and Loss Accounts of the Workshop. 

416. The Accountant General should review the annual aoco« 
unts of the workshop in consultation with the Superintendent in 
charge of workshop and submit a report to Government on its finan- 
cial working specially bringing out the necessity or otherwise of re* 
vising the percentages fixed by the Government for the several per- 
centages in regard to the indirect charges. 

To facilitate the review of the percentages it will be found 
convenient to show in the Profit and Loss Account, not only the 
figures of the year but also the progressive figures to the close of 
the year, commencing from a suitable date. 
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CHAPTER XIII. 

Deposits. 

A. Introductobt. 

417. Deposit transactions of the P. W. D. are of two kinds s 

(1) Public Works deposits, which pass through the regular 
accounts of the division, 

(2) Interest bearing securities. 

-Deposits of the first kind comprise transactions of the follow- 
ing classes: which are passed through the account head ‘Public 
Works Depos'ts’. 

(a) Cash deposits of subordinates as security, 

(ft) Cash deposits of contractors as security, 

(c) Deposits for works to be done, 

(d) Sums due to contractors on closed accounts, 

(e) Miscellaneous deposits- 

The interest bearing securities referred to in class 2 are de- 
posited by subordinates and contractors. These do not pass 
through the regular accounts of the division. 

N0TE» — Sama less than one rupee .due for refund of leVenuo or repayments of 
deposits should be credited to revenue* 

B. Secueity Deposits. 

418. Security deposits of subordinates and contractors whether 
made in cash or in one of the forms of security referred to in para- 
graph 419 are covered by a bond or agreement setting forth the 
conditions under which the security is held and may be ultimately 
refunded or appropriated. Reference to such bond or agreement 
should be recorded in the deposit register or the register of securi- 
ties, as the case may be. 

449. The recognised forms of interest bearing Securities, and 
the rules to which they are subject, are indicated below : — * 

1. Government Savings Bank deposits, Chapter XXI of 
Financial and Account Code Part I. 

2. Government Promissory Notes, Chapter XX Dp. 

8. Government of India Securities (other than non- 

terminable securities). The Government of India 
Security Manual issued by the Controller of currency* 
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4, Deposits in recognised Banka. The depositor should 
be required to get the receipts made out in the name 
of the pledgee. If the deposit is for more than 6 
months, the receipt should be forwarded to the 
A.ccountant-General for custody j otherwise they 
should be retained by the Divisional officer. The 
depositor should receive the interest, when due, 
direct from the bank, on a letter from the pledgee 
authorising the bank to pay it. 

Note. In the oaae of Government Pro-notes, they may be aeoepted at their 
face value or market price whichever ia ie^s* The reduction of 5 
per oent. is not neoessary- 

4!20. Security deposits lodged in the (rovernment Savings 
Bank should be pledged to the Divisional Officer, vide Article 8^1 
(/) of the Travancore Financial and Account Code. The pass 
books and other securities should remain in the custody of the 
Divisional Officer. 

All the pass books should be sent to the Anchal Office or 
Treasury, as the case may be, as soon as possib'e after the last day 
of Vrischigom each year in order that the necessary entries on 
account of interest may be made in them. 

421. Cash deposits of subordinates and contractors may be 
converted, at tlie cost of the depositor, into one or more of the 
forms of interest bearing securities, provided — 

(i) that the depositor has expressly desired this in writ-* 

ing, and 

(ii) that the acceptance of the new form of security is 
permissible under the rules as well as under the terms of the 
agreement or bond. 

1. Cash which has actually been received or recovered may 
be converted even though the full amount of the deposit, which is 
being paid in instalments, has not yet been realised. 

Not». Percentage deciactiens from a oontraotor'a bills for the dne fnldlment 
of a contract should not be invested in Government Securities as the 
forms of contracts do not provide for the payment of interest to 
contractors on these sums. 

422. Percentage deductions on account of security, made from 
contractor’s bills, should also be credited to the head Public Works 
deposits. 

423. Without the special orders of competent authority, no 
security deposit should be repaid or transferred to the depositor, 
or otherwise disposed of except in accordance with the terms of 
his agreement or bond, vide also Article 821 of the Travancore 
Financial and. Account Code. 

(1) The depositor’s acknowledgment should be obtained in 
all cases of security returned. When an interest bearing security 
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is returned or retransferred, the acknowledgment should set forth 
•the full particulars of the security. 

Notb» The percentage dedoctiona from bills which are held as Beonrity should 
not be refunded tUl the final bill ia prepared and passed- 

C, Other deposits. 

I, For Works. 

424. Deposits for works are passed through the head ‘Public 
Works Deposits’. Such works are known as deposit works and 
the detailed rules relating to them are given in Chapter XfV. 

II, Contractors^ Closed Accounts- 

425. Under the rules in paragraph 336, sums due to contrac- 
tors on closed accounts may be placed in the deposit account. 
When a sum so held in deposit is ultimately paid to the contractor 
concerned, his acknowledgment should set forth such particulars as 
would establish the settlement of his account in connection with 
the work concerned- 

III. Miscellaneous, 

426. All other deposits are classed as Miscellaneous deposits. 
This head also holds, until clearance, all items of receipt the classi- 
fication of which cannot at once be determined, or which represent 
errors in accounting awaiting adjustment, 

D. Lapsed and confiscated deposits. 

427. In the accounts of Karkatagom each year, the following 
classes of items in the Public Works Deposit Account should be 
credited to Government as lapsed deposits. 

1. Original deposits not exceeding five rupees remaining 
outstanding for one whole account year, 

2. Balances not exceeding five rupees of items partly 
cleared during the year then closing, 

3. Balances unclaimed for more than three comple'te 

account years. 

(i) For the purpose of this rule, the age of a repayable 
item or of a balance of it, ia to be reckoned as dating from the time 
when the item or balance, as the case may be, became first repaya- 
ble. See also Note 1 to Article 678 of the Travancore Financial 
and Account Code. 

428. Deposits credited to Government under paragraph 427 or 
confiscated under the provisions of an agreement or bond cannot 
be repaid without pre-audit by the Accountant General who will 
authorise payment on ascertaining — 

(i) that the item was really reqeived, 

(ii) that it was credited to Government as lapsed or con- 

fiscated, and 
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(iii) that the claimant’s identity and title to the money are 
certified by the Divisional Officer. 

The amount repaid should be treated as a refund of receipts 
under the major head to which it was credited and the repayments 
should be noted in the deposit register against rhe entry for its 
credit to Government, vide paragraph 251. 

E. Account op Public Works Deposits. 

/• Deposit Register. 

'429. A record of the transactions relating to Public Works 
Deposits should be maintained in the Division Office in a register 
in the same form as the suspense register P. W. A. form No. 61. 
This deposit register should show, month by month, the total re- 
ceipts and adjustments, the closing balance of each separate 
deposit item ; but in. respect of deposits for works to be done which 
are accounted for in detail in the schedule of deposit works, form 
No. 60, a single entry for all such deposits will suffice. 

IT. Schedule of Deposits. 

430 . From the deposit register, a monthly extract known as the 
schedule of deposits, P. W. A. form No. 70, and showing for each 
item the opening balance, the receipts and adjustments of the 
month, and the closing balance, should be prepared for submission 
to the Accountant General. The entry for deposits for work to 
be done will be supported by the schedule of deposit works. 

In the case of divisions where the total number of outstanding 
items under Public Works Deposits is usually very large but the 
number of items affected by the monthly transactions is small, the 
Accountant-General may authorise the preparation of the schedule 
of deposits in the alternative form No. 71. 

This form is in two parts — Part ■!, abstract account, giving 
the totals for each class of deposits, and Part II, detailed extract 
from the deposit registers. In Part II, only such items need be 
extracted from the deposit register, as are affected by the month’s 
transactions, but in the schedules for the months of Thulam, Makaram 
Medom and Karkatagom all current items should be shown, includ- 
ing those not affected by the month’s transactions. 

F. AccoimTs 05 interest biabino Securities- 
431 * Transactions connected with interest bearing securities do 
not pass through the regular accounts of the division, unless any 
cash actually passes through the hands of officers of the depart- 
ment, which should be avoided as far as possible. A register of the 
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receipt and disposal o£ these securities should, however, be kept in 
P. W. A. form No. 77, Register of interest bearing securities, and £t 
the close of the year an account in P. W- A. form No. 78-Account 
o£ interest bearing securities, should be prepared from this register 
for submission to the Accountant General. This account should be 
supported by (1) the acknowledgments (in original) of the depo- 
sitors for securities returned or retransferred to them during the 
year and (2) the certificate of the divisional officer that all securities 
shown as outstanding in this account, or their acknowledgments by 
the authorised custodians are in his. possession. 

1 . If a security recovered in instalments is being depo&itedfih 
the savings bank, no entries should be made in respect of it in the 
register in P.W.A. form No. 77 until the security has been fully paid 
up ; the annual verification referred to above should be completed in 
respect of the securities in the course of recovery by taking the re- 
coveries of the period covered by the account from the deposit regis- 
ter verifying them atths same time as shown in the register of reco- 
veries vide para 480. 

2. If any sirkar savings bank deposits have been pledged to a 
sub divisional Officer under paragraph 420, the register for such 
securities should be kept by him and he should sign the annual 
certificate in respect of them, 

3 . When a subordinate who has furnished an interest bearing 
security is transferred to another division or department, the security 
should be kept in the original division until such period as is 
specified in the agreement, to cover any amounts that may be sub- 
sequently ordered for recovery in respect of the period during which 
he was under the original Divisional Officer. At the end of the 
period, the security should be released from the pledgee and passed 
on to the new Divisional Officer, or a responsible officer of the 
department to which he is transferred for returning the security to 
the pledger and sending the acknowledgment to the Divisional 
Officer concerned. In case the new post of the subordinate is also 
one in which a security should be furnished, the officer concerned 
should immediately take the necessary steps to get a formal agree- 
ment and to have the securities duly pledged in his own favour. 
The acknowledgment mentioned above should however be obtained 
and sent to the first officer. No security need be insisted upon by 
the second officer until the original is transferred and is duly pledged 
but he should satisfy himself by a reference to the Division office 
from which the subordinate was transferred as to the amount of 
security lodged there, the sufficiency thereof and .the likelihood of 
recoveries that may be made before its transfer. There should be 
a proviso in all security bonds that the security shall be available aa 
security for any new post to which the officer may be transferred. 
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CHAPTER XIV. 

Non-Qovemment Works 

A. INTEODtlCXORY 

432 . Non-Government works are divided into two classes : — 

(*a) Deposit Works, and 

(6) Other Works such as Kudipathi works. 

' 433 *. If a work for which Government give financial assistance 
is executed as a deposit work by the P. W. D. on behalf of the 
local body. Government’s contribution should not be paid in cash 
to the local body or Manicipalityj but should be adjusted by transfer 
of credit under ‘P, W. Deposits’ and debited to the head to which 
the expenditure on the work is proposed to be debited, irrespective 
of the object for which the assistance is rendered. The deposit 
account of the local body which has not withdrawn its balance from, 
the treasury will simultaneously be 'credited and debited with the 
amount. Ordinarily in case of — 

(a) contribution works which are executed partly from 
Government funds or grants-iu-aid and partly from the fimds of 
local bodies and also in the case of 

(&) irrigation contribution works which are financed partly 
by the Government and partly by private bodies, the Government 
contribution or an instalment of it will be paid only after the local 
body has paid out of its own funds a corresponding amount, e. g. in 
the case of a work costing one lakh to which the Government have 
undertaken to contribute Rs. 75,000 an instalment of Rs. 30,000 
may be paid by Government as soon as the local body makes a pay- 
ment of Rs. 10,000. The bills on which the Government contribu- 
tion is adjusted in this manner should be countersigned by the 
Executive Engineer who should see that the rule is observed. If 
in the case of works of class (a) and (Jb) it is considered not desirable 
to suspend the works pending receipt of contribution, Government 
money may be spent in advance of its turn, but interest shall be 
charged on the amount so spent for the period it is advanced. In 
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such cases, demand for payment of the contribution shall ordinarily 
be made at least a month before the money is required and the 
date on which it should be paid shall be stated in the demand, and 
interest will accrue from that date or from such later date on which 
Grovernment money may be actually advanced. If there are not 
sufficient Grovernment funds in a year to be utilised on the works 
pending receipt of the contribution due from the local body or private 
body concerned, orders of Grovernment shall be obtained for the 
provision of funds in proper time. In cases where the excesses are 
comparatively small, appropriation to cover such excesses as are 
not expected"^to be cleared before the end of the financial year shall 
be obtained from Grovernment in Medom of each year under 
the suspense head ‘Miscellaneous-Public Works Advances.’ 

The rule regarding recovery of interest on Government money 
spent in advance of its turn may be relaxed in the ease of the 
amount spent in advance of the first instalment payable by a local 
body for a contribution work which is partly financed by that body 
by means of a loari, For Government money spent in advance of 
the second and subsequent instalments, interest shall be charged 
unless in any case Government decide not to charge interest. 

434 * When works already constructed or land already purchased, 
are transferred, free of charge, to local bodies under the provisions 
of paragraph 296 or paragraph 382 of the Department Code, no 
readjustment of the accounts of cost is necessary. 

435 . For every non-Government work, there must be a duly 
sanctioned detailed estimate or requisition, as the case may be, in 
the same way as for a Government work. 

B. BEPOSIT WOBKS. 

436 . When a deposit work is to be carried out, the local body 
or other party concerned should advance the gross estimated 
expenditure ox the share which is payable by it, to the Divisional 
Officer in one lump sum, or in instalments and by such dates as 
may be specially authorised by the Government, vide paragraph 
346 of the Public Works Department Code. No non-Government 
work shall be executed before receipt of contribution therefor with- 
out the special orders of Government except in cases specified in 
p.^ragraph 433 of this Code. Where payment in instalments is 
authorised owing to the difficulty of depositing the full estimate 
amount in advance in the case of large works, the Divisional Officer 
should forecast his probable requirements on each such work for 
the succeeding month and apply to the local bodies concerned for 
funds and the latter should without delay pay the instalments to 
the Divisional Officer. The amount received should be credited in 
the accounts to the head ‘Public Works Deposits’ against which will 
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be charged all expenditure incurred up to the amount of the deposit. 
Aa regards expenditure in excess of deposit, see paragraph 396. 

Nora. 1. If prepared, the local body concerned may })e authorised to pay 
the deposit direct into the treaiury- In this case, th© aocompanyinj 
ohalan fhould state clearly that the amount is creditable to the Public 
Works Department, naming the division and the work to whioh the 
deposit relates. 

Nots, t • A local body which has a current account with the Government 
treasury may be authorised to draw a cheque on the treasury in 
favour of the Executive Engineer and this will be paid at the 
treasury by transfer credit to the Executive Engineer’s account 
(P- W* Deposits)* Similarly fr»r the unspent balances, the Executive 
Engineer will draw a cheque in favour of the local body by transfer 
credit to the deposits of local funds* 

Note. 3. In oases where the maintenance of roads on the banks of rivers 
canals and channels devolves entirely on local bodies, and the works 
pertaining thereto are executed by the Public Works Department as 
full contribution works, if the Executive Engineer considers it 
undesirable to suspend the works pending receipt of contribution from 
the local bodies, Government money may be spent in advance, interest 
being charged on the amount so spent* When this course is adopted, 
the procedure indicated in the last portion of paragraph 433 should be 
followed . 

437. A consolidated record of the transactions of a month 
relating to all deposit works of the division should be prepared in 
form No. 60, Schedule of Deposit works. This schedule shows iu 
respect of each work the amount of deposit received and the expen- 
diture incurred, both during the month and up-to-date. Refunds of 
unexpended balances of completed works should be taken in reduc- 
tion of the deposits, and therefore shown in the schedule as minus 
realisations and not as expenditure. 

438. In the case of deposit works to which Government have 
contributed, no refund should be made to a local or other body from 
any unexpended balance at the credit of ‘deposits’ without the sanc- 
tion of Government. The Executive Engineer should report 
through the Chief Engineer and the Accountant General the actual 
cost of the work, the shares to be borne by the local body and by 
Government, the amount actually contributed by each, and the 
amount refundable. After verification by the Accountant General, 
sanction will be accorded to the refund. The Executive Engineer 
should then refund what is due to the local or other body and 
credit the unexpended balance of the Government contribution to 
the department through the remittance head by a minus credit to 
the head ‘Public Works deposits.’ The Accountant General will 
adjust this amount by credit to the service head to which the con- 
tribution W4S originally debited. 

Exception. In the case of water supply and drainage schemes 
financed partly by the local bodies and partly by the Government, 
the materials that remain surplus at the site of the works after their 
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completion, shall he taken over by the local body concerned. For 
the purpose of this transaction, the surplus materials shall be 
valued at 50 % of their book value. Of the amount so arrived at, 
a share proportionate to the local body’s share of the total cost of 
the work, shall be treated as the local body’s share of the credit 
realised by the sale of the materials and the balance shall be re- 
covered from the local body ; the former amount, should by book 
adjustment be exhibited as a minus credit to ‘deposits’ in the divi- 
sion accounts representing refund of unspent balance set o£E against 
a corresponding minus debit afiPorded to the same head as reduction 
of expenditure on the work. The amount actually recovered from 
the local body on account of the surplus materials should be credite’d 
in full to the Government share of the expenditure in the division 
accounts supported by a sale account in the proper form. The 
report or statement to be furnished to the Audit Office for verify- 
ing the correctness of the refund of the unspent balance should 
contain brief particulars of the aljustraeut of the value of the surplus 
materials to facilitate check in the audit office. 

439. The amount of each deposit should bo rateably divided 
into 2 parts, one representing the share available for works ex- 
penditure and the other the total amount chargeable as establish- 
ment, tools and plant and audit and accounts charges, if any, 
recoverable under the rules vide appendix" II. 

In the schedule, the deposit received for each work should be 
numbered as a single item, hut the transactions relating to the two 
parts of it should be shown separately thus ; — 

For works expenditure 

For percentage charges 

440. The percentage leviable should be adjusted mouth by month 
as the works expenditure is incurred but the Accountant General 
may authorise the adjustment to be made once a year in the accounts 
for Karkatagom, provided chat if the accounts of a work are closed 
in an earlier month the adjustment must be made in that month. 

C. Other Works. 

I. General 
Kudipathi works. 

441 . It is not imperative, as in the case of a deposit work, that 
the estimated cost of a kudipathi work, i. e, a work of restoration 
or repairs of an irrigation tank or channel, half the cost of which is 
leviable from the ryot under the provisions of the Irrigation Act 
shall be deposited by the person or persons interested in the 
work, before any expenditure is incurred on it, as it is recoverable 
through the Land Revenue Department in the same way as Land 
Revenue. 
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442 . Deleted. 

II. Accounts ok Expenditure. 

443 * The transactions relating to Kudipathi works should be 
accounted for like other Irrigation works under “10 Protective 
Irrigation— Original works” or “annual repairs” as the case may be 
in the first instance. On completion, the recoverable portion of the 
cost qf such works as per completion report will be transferred to 
debit of the head “III Deposits and Advances not bearing Interest- — 
Irrigation Advance” by credit to “10 Protective Irrigation— Deduct 
centribution recovered from ryots.” 

Note. — Kudipathi workg should be written up separately in the Schedule of 
works expenditure — ^kudipathi works. 

444 . The accounts of all works of construction or special 
repairs of kudipathi works should be closed as soon as the work is 
completed. Ordinary maintenance and repair works should, however, 
be considered as completed on the last day of Karkatagom, each 
year, and expenditure thereon incurred subsequently should be 
accounted for as pertaining to maintenance of the following year, 
so that the transactions and balance relating to each year may be 
kept distinct and separate. 

445 . A list of aU completed minor and major irrigation works 
should be submitted in duplicate by the Chief Engineer annually to 
Government in form A, P. W. A. No- 73. The statement should 
reach Government on or before the lOth Thulam of the year 
following. 

In (the case of minor works in progress a statement in 
form B, P. W. A. No. 73 of all minor irrigation works carried out 
by the Department should be submitted to Government annually 
so as to reach them on or before Chingom 10th following vide 
D. Dis. No. 1043/24/ Revenue dated 17-7*1924. 

HI- Recovery through Land Revbnue Departmint. 

446 . The following procedure is prescribad for effecting 
recoveries through the Land Revenue Department, on account of 
the cost of individual kudipathi works, not covered by cash deposits 
received direct from the cultivators concerned 

(ft) A certificate (or report) showing 

(i) the full name of the work, 

(ii) the name and address of the responsible cultivator 
or cultivators 
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(iii) the authority for undertaking the work, 

(iv) the total expenditure incurred, 

(v) the amount to be contributed by the cultivator or 
cultivators, 

(vi) the amount (with full particulars) if any, received 
in cash, 

and 

(vii) the net amount still recoverable, should be prepared, 
in duplicate, by the Divisional Officer on the com- 
pletion of the work and sent to the Division Peishkar 
of the division concerned. 

(4) On receipt back of the duplicate copy, duly accepted, 
the amounts accepted should be credited on the authority of it to 
“10 Protective Irrigation—Deduct contribution recoverable from 
ryots” by debit to “1 11 Deposits and Advances not bearing interest- 
irrigation Advance” in the schedule of debits to miscellaneous heads 
of account P. W. A. form No. 68 as the Land Revenue Department 
will thereafter be responsible for effecting the necessary recovery. 
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CHAPTER XV. 

Transactions with othor Divisions and Departments. 

A. Gbnbbal. 

447 . The general rules under which one department o£ the 
public service may charge another department, for services rendered 
or articles supplied to it, are given in article 454 of the Financial 
and Account Code, and appendix 15 of the same. 

(!)• Save as provided in rule 2 of 3rd para of appendix 15 to 
;he Financial and Account Code, Volume II aU charges connected 
irith the construction and maintenance of buildings etc. will be 
brought to account as expenditure of the Public Works Dej^rtment 
or of the civil department concerned according as the administra- 
tion of the work rests with the Public Works Department or is 
transferred by competent authority from the Public Works Depart- 
ment to the department using or requiring it* 

(2) The value of Public Works Stores issued to other depart- 
ments is chargeable to them under rule Vt of Appendix 15 of the 
Financial and Account Code, Volume JI. 

448 . The cost of land acquired by the Land Acquisition Officet 
on behalf of the P. W. D. is chargeable in the accounts of the 
latter as part of the cost of the works for which the land is taken 
up ; but when it is taken up for two or more non- commercial 
departments conjointly, the charge is not divided, but is wholly 
debitable to the departments for which the greater part of the land 
was taken up. As regards establishment and contingent charges in 
connection with such acqui-ition see Article 517 of the Finandal 
and Account Code. 

Note Law oharges inourred in ounnection wit±i the acquisition of land should be 
debited to the aame head of account as the cost of land. 

449 . The rent of buildings hired for use as residence of Gov- 
ernment servants of any civil non-commercial department is charge- 
able in the accounts of that department, when the hired residences 
are, under the orders of the Government, placed under its charge. 
When any land or building not belonging to the Public Works 
Department is hired by another department, to be occupied for any 
qther public purpose, the rent is payable by the department con- 
cerned, and the Divisional Officers do not disburse rent for such, 
premises unless ordered by the Government to do so. 

450 . When prison labour is employed on public works, the full 
market value of the work performed, as certified to by the Divi- 
sional Officer, is charged to the public works department by corres- 
ponding credit to the Jail Uepari/meut at the rates worked out on 
the basis of the current schedule of the Public Works Department 
vide para 222 of the Public Works Department Code. 
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451 . When any land or building w transferred from one de- 
partment to another, the transfer shall be free of all charge, except 
when the property is transferred to or from a commercial depart- 
ment in which case the full market value of it will be charged. 

452 . Services may be rendered, or articles may he supplied, 

free of cost by one division to another (vide article 454 of the 
Financial and Account Code, Volume I) except in the following 
cases : — » 

(i) Stores. If they are issued from a stock or materials, 
account (vide paragraphs 329 and 330) or if their transfer affects a , 
work for which a separate capital or revenue account is kept. •' 

(h) Other services. If they affect the accounts of fa) any 
work for which a separate capital or revenue account is kept, (b) of 
a work in progress, (c) suspense or deposits. 

453 . Cash recoveries made from employees, contractors etc., by 
a division on behalf of other divisions or departments, should be 
passed on to them, the payment being made by book transfer unless 
payment in cash is prescribed by rule as sometimes happens, in the 
case of other departments. Cash obtained from treasuries on 
cheques and cash receipts (including surplus cash) remitted to 
treasuries are accounted for as remittance transactions. 

B. Accounts Peoceddbb. 

454 . When a transaction has to be cleared by a book transfer 
under the foregoing rules, the transfer should be effected by debit- 
ing or crediting it to the remittance head concerned in the cash or 
stock accounts if it appears therein or by an entry in the transfer 
entry book. See also paragraph 491 in respect of cash obtained 
from treasuries on cheques. 

(1) Such percentage charges ou account of storage and esta- 
blishment and tools and plant as may be leviable under the rules 
should also be included by a transfer entry in the amount transfer- 
red — see also paragraph 413. 

(2) The cost of workshop jobs need not be adjusted monthly 
vide paragraph* 412. 

455 . In cases> however, in which the transaction originates in 
another division or department, the responding transfer should, as 
a rule, not be made until receipt of intimation of the original debit 
or credit either through the Accountant General’s Office, or direct 
from the division or department concerned on an advice of transfer 
debit or credit (paragraph 460), Exceptions to this rule may, how- 
ever, be authorised by the Accountant General in respect of transac- 
tions of any class. 
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456. The responding division should examine every transfer 
advised to it for adjustment, but it may not reject a transfer 
because the voucher is not in order, or is missing, nor miy a 
transfer advised be partly rejected ; it may be rejected altogether 
if it does not pertain to the division ; otherwise it should be pro- 
visionally accepted in full and the dispute, whether as to the 
amount chargeable or as to other particulars of the transaction, 
should be settled separately in communication with the officer, who 
advised the transfer. 

' 457, When a charge is transferred to another division or de- 
partment for adjustment, the transfer is required to be supported 
either by the necessary vouchers, complete in all respects or by 
advise from the Audit Officer to the effect that the payment 
vouchers have been duly audited and passed in accordance with the 
rules. The Divisional Officers -are therefore responsible for obtain- 
ing proper vouchers in support of all charges to remittance heads 
in their accounts, 

458. When a transaction originates in a public works division, 
the necessary transfer should ordinarily appear in the accounts of 
the division for the month in which the transaction occurred, but 
in the case of work done in workshops the cost is adjustable in 
accordance with the rules in paragraphs 411-413. 

459 In respect of work done in a division for other divisions 
or departments, the intimation of the transfer will be given, after 
audit by the Accountant General to the division or department for 
which the work is done. The division undertaking the work is 
responsible that the transactions are brought to account under the 
rermttance head concerned, and that work accounts are maintained 
and vouchers submitted to the Accountant General in the same 
way as for works of the division itself. Ic will further be respon- 
sible that the estimate and appropriation for the work as communi, 
cated or accepted by the party for which the work is done, are not 
exceeded without further authority from it. 

(1) For the purpose of this article work done includes jobs 
executed in workshops, 

(2) In the case of works which are assessable to percentage 
recoveries on account of establishment, tools and plant, etc. the 
amount of the estimate and appropriation, for the work should be 
rateably broken up into two parts to represent respectively, the 
works expenditure and the percentage charges, 

460. For other transfer transactions between public works 
divisions, the originating division should send an advice of transfer 
debit (or credit) form No. 51 accompanied by necessary vouchers 
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in the case of debits, to the division concerned as soon as the 
transaction occurs. The responding division should if it accepts 
the transfer, acknowledge it on form Mo. 52, Acceptance of transfer. 
The debiting division will be responsible that the entry in its 
accounts is supported by the acceptance of debit, or advice of wedit, 
as the case may be. 

(1) In cases of transfer debit transactions, all relevant vouchers 
including such as do not ordinarily pass beyond the division office, 
should accompany the advice. If this requirement cannot be com- 
plied with in any case, the advice should be attached to the monthly,, 
account for trans aission by the Accountant General, after the 'audit* 
of accounts, to the division concerned. 

461 . The Divisional Officer is required to examine, as ex- 
peditiously as possible, the transfers which the Accountant General 
or other Divisional Officers intimate to him to be responded to, and 
to report all his objections to the Accountant General, whether the 
transfer is brought to account provisionally or rejected. 

462. Except in respect of transactions of the following classes, 
the Divisional Officer may authorise the Divisional Accountant to 
sign advices and acceptances of transfer for him j 

(i) when the transfer advised is a credit or a minus 

debit. 

(ii) when the transfer accepted is a debit* 

463. The Divisional Accountant will be responsible that there 
is clear authority of the responsible disbursing officers of his 
division for transfers advised to other divisions or departments, 
and that no charge advised by another division or department is 
considered as finally adjusted until all the necessary vouchers have 
been received and have further been completed by obtaining thereon 
from the responsible disbursing officers of the division the classi- 
fication of the charge as attested by their dated initials. He should 
further see that when a transfer advised to the division for adjust- 
ment is responded to provisionally, the objection raised thereon is 
pursued with a view to ensure speedy settlement- 
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CHAPTER XVI. 

Accounts Returns of Sub Divisional Officers. 

464 . A Sub-Divisional Officer maintains the initial account 
records of cash and stores as described in chapters V and YI as 
well as a works abstract, with certain accompaniments, for each work 
in progress. All these records are, as a rule, written up as the 
transactions take place. A Sub-Divisional Officer is not, however, 
required to consolidate the transactions into a compiled, account, 
this work being done in the Division Office for the entire division. 

465 . The initial accounts of cash and stores.for a month should 
be.cibsed on the dates fixed bj the Accountant General’s Office. 
The subsequent transactions of the calendar month should be 
treated as those pertaining to the accounts of the following month. 
In Karkatagom, the accounts should be kept open till the last day 
of the month. 

Rule 1. The object of this role is that the accounts returns 
of sub-divisions should reach the division office in sufficient time 
for the compilation of the monthly account cf the division and its- 
submission to the Audit Office by the prescribed date. 

In cases where Section Officers are authorised to maintain 
initial accounts of stock in their charge, which have to be incor- 
porated in those of the sub-division office, the former may be 
permitted except in Karkatagom, to close their monthly accounts 
three days before the date of closing fixed for the sub-divisions. 
This limit of three days may be relaxed by the Accountant General 
in exceptional cases. 

466 - Immediately after the cash book of a mouth has been 
closed under paragraph 465, the cash balance report, form No. 5, 
prepared under paragraph 145, should be transmitted to the Divi- 
sional Officer. 

‘, 467 . Copies of the cash book (supported by vouchers) should 
be sent to the Divisional Officer twice a month or oftener as may 
be directed by the Divisional Officer, The copy of the last period 
of each month should accompany the cash balance report. 

(1) As the accounts of the division in respect of the cash 
transactions of sub divisions are based on-the copies of sub division 
cash books prepared under this rule, Sub-Divisional Officers should 
satisfy themselves, before signing them, that they are true copies 
and correct in all respects. As a further precaution, the totals of the 
‘cash’ columns on both sidesishould be expressed in words in their 
own hand. 
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468. Within three days of the date on which the accounts of a 
month are closed, the returns enumerated in items (a) to (d) below 
should be forwarded to the Divisional Officer with a covering letter. 
The return in item (e) should be submitted to the division office 
between the 10th and 15th of the following month. 

(a) Abstracts of stock receipts and issues, form Nos. 9 and 
10 supported by receipted invoices or other vouchers, and 
extracts from Register of stock receipts and issues (copies), v 

(5) Accounts of receipts and issues of tools and plant, form 
Nos. 13 and 14, supported by necessary vouchers and acknowledge- 
ments (in original)* •> 

(c) A works abstract (accompanied by materials af site 
account where necessary and by form No. 49 transfer entry order, 
in the cases referred to in paragraph 232) for each work in progress 
(vide paragraph 58) in connection with which there was any tran- 
saction during the month with a detailed list of such documents. 

(d) Transfer entry ovders, form No. 49, i-elating to the 
accounts of the month, excluding those proposed from time to 
time, vide paragraph 229. 

<«) A cer dfieate ^regarding the scrutiny of the materials at 
site account of minor works and repairs, vide paragraph 297 (ii). 

46 _ 9 . Other accounts returns which sub divisional officers should 
submit to the division office are the following : — 

(a) Monthly, 

(i) Statement of receipts, issues and balance of road metal, 
P. W. A. form No, 16, vide paragraphs 220 and 221i 

(ii) Such statements or reports (vide paragraph 256) in 
connection with recoveries of rents of buildings and lands as the 
Divisional Officer may require the Sub Divisional Officer to pre- 
pare. 

(iii) Estimate of probable requirements of cash, if prescribed 
by the Divisional Officer under rule 1 to paragraph 115. 

(J) Half yearly — Balance return of stock, P. "W. A. form 
No. 11 on or before the 20th of Chingom and 20th Kumbhom. 

(c) Yearly— Register of tools and plant, P.W. A. form No. 
15, on or before the 15th Kumbhom. 

(d) O^asional — Reports of verification of stores (including 
materials at site of works') immediately after each verification. 
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CHAPTER XVII. 

Accounts of Divisional Officers^ 

A. Introductory. 

470. The cash and stock accounts, o£ the Division Office for 
a month are closed on the Last working day of the calendar month. 

471., The transfer entry book for a month should be closed as 
soon as“ possible after the expiry of the mouth, but before this is 
done, all necessary transfers, e. g. those relating to the levy of the 
pre.scribed percentages for establishment, ' ools and plant, storage 
charges etc., should be made. 

(1) The transfer entry relating to the levy of percentages 
for establishment, tools and pknt, and accounts and audit charges, 
is effected on a single order of the Divisional Officer recorded iu 
P, W. A. form. No. 68, the special form prescribed for the purpose 
vide jtaragraph 489. 

472. T he cash book and stock accounts of the entire division, 
as also all transfer transactions, should be scrutinised by the Divis- 
ional Accountant before they are incorporated in the monthly 
account and connected registers and schedules. 

NotB’ 1- The Divisioiml Accountant’s responsibility as a primary auditor extends 
also to the examination of all claims included iu bills presented direct 
at treasuries by the Divisional Officer, and ou behalf of ‘the latter h 3 
^ should alao examine the accounts of the disposal of money obtained on 
those bills. 

Note. 2, In all matters conneoted with the personal claims of Government 
servants, the Divisional Accountant is expected to give expert 
advice and help. He should see in particular that service books 
of subordinates are maintained in accordance with mle, that the annual 
establishment return 'Article 379 to 384 of the Travancore Einaucial and 
Account Code) is accurately prepared, and that the admissibility of leave 
applied for by subordinates is verified before their leave applications are 
disposed of by the Divisional Officer or forwarded to higher authority. 
In all cases of doubt, however, he should advise the Divisional Officer to 
consult the Accountant General. 

B. Scrutiny of Accounts. 

473. Tlie Divisional Accountant should examine the accounis 
returns of sub divisional officers on receipt to see — 

(i) that they have been received in a complete state, 

(ii) that all sums receivable are duly realised and on realis- 

ation credited to the proper head of account as well 
as to the personal account, if any, of the contractor, 
^ employee or other individual. 
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(iii) that the charges are covered by sanctions and appro- 

priations and are supported by complete vouchers 
setting forth the claims and the acknowledgments of 
the payees legally entitled to receive the sums paid, 

(iv) that all vouchers and accounts are arithmetically correct, 

(v) that they are in all respects properly prepared in 

accordance with the rule, and 

(vi) that all charges are correctly classified, those wjiich are 
debifcable to the personal account of a contractor, 
employee or other individual, or are recoverable 
from him under any rule or order, being recorded as , 
such in a prescribed account. ^ * 

It should be seen in particular that, on the basis of rates 
sanctioned by competent authorities, and of facts (as to quantities 
of work done, supplies made etc., or services rendered) certified by 
responsible officers, the claims admitted for payment are valid and 
in order. 

(1) It is not necessary that the Divisional Accountant should 
check personally the arithmetical accuracy’- of all vouchers and 
accounts, but he is responsible that a cent per cent check is exercised 
efliciently under his supervision. 

474 . The Divisional Accountant should exercise a similar check* 
from day to day in regard to (i) the transactions recorded direct in 
the cash and stock accounts of the Division Office and (ii) bills and 
vouchers of sub divisions, which are submitted to the Divisional 
Officers for approval before payment is made by the Sub-Divisional 
Officer. In respect of charges, this examination should be conduc- 
ted before the payment is made, 

475 . Every payment should be so recorded and a receipt for 
the Same so obtained e. g. see paragraphs 381 and 285 that a second 
claim against Government on the same account is impossible, and if 
it represents a refund of a sum previously received by Government, 
it should also be seen that the amount paid is correctly refundable 
to the payee- 

476 . If the Divisional Officer has set a limitation on the draw* 
ings of any sub divisional officer on a treasury for any month, he 
should intimate the same to the Treasury Officer, and specify the 
date of commencement and termination of the account month of the 
Snb Divisional Officer. The Divisional Accountant while examin- 
iog the cash book of the Sub Divisional Officer, should see that the 
total amount of cheques drawn by him during that month does not 
exceed the prescribed limit vide para 120. 

477 . The Divisional Accountant is responsible that every order 
or sanction affecting expenditure to be accounted for in the monthly 
account, is noted at once in a suitable register (or other account) 
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preferably one wherein the expenditure incurred against it can be 
watched readily. General sanctions to estimates and appropriations 
for works should be noted in the register of works. Sanctions to 
fixed charges of a recurring character e. g. those relating to the 
entertainment of work charged, establishments should be entered in 
the register of sanctions to fixed charged. P. W. A, form No. 54. 
For sanctions to special payment;, chargeable to the accounts of 
works ar^ other miscellaneous sanctions, P. W. A. form ■ No. 55, 
register of miscellaneous sanctions, will be found suitable. 

* (i) Sanctions to estimates for works should be entered in the 

Register of works, even though a collective register of all sanctioned 
estimates is maintained by the Divisional Officer for his own infor- 
mation. 

478 . If against a single sanction two or more disbursing officers 
have to operate simultaneously, the orders of the Divisional Officer 
should be obtained imnering a definite limitation on the money 
transactions of each officer. Similarly, if disbursing officers of two 
or more divisions are concerned, the orders of the Chief Engineer 
should be taken. In such cases it may be advisable to have a separate 
working estimate, or other sanction, to cover the transactions of 
each disbursing officer, and for the purpose of bringing the expen- 
diture to account, these should be treated, as far as possible, as inde- 
pendent transiiction'.. pc'- '.'.in '.ng to the same group of works or the 
same project. If this is not possible, special arrangements must be 
made for the check of the total expenditure against the sanction. 

479 . It is one of the functions of the Divisional Accountant to 
see that expenditure which is within the competence of the Divi- 
sional Officer to sanction or regularise is not incurred as a matter of 
course, under the orders of sulwrdiuate disbursing officers without 
his knowledge. All such items of cxpenditiwa should at once be 
brought to the notice of the Divisional Officer and his orders 
obtained and placed on record. See also pa^egraph 79. 

480 . When a recovery has been ordered to be made from a con* 
tractor or other person, which cannot be ’ir,;ccl:ed tuiOugh a LUsponLe 
or other account specially pr83crlb..d for the ;.»urpose, the orcier 
should be noted at once in the register ot rccovemes in P. /i. 
form 86, opened specially for the purpose, so that the amounts 
recovered from time to time (with particular.'; of the . cocmi'.s con- 
cerned) mey be rccordt I against it, and prompt complLmce with 
the order watched . 

481 . It ii permissible to take in reclue mn of the c-xpei'nitui-c 
on works in progress, certain receipts and recoveries of expenditure 
(vide paragraph 2361 o. g. sale proceeds of surplus materials and 
plant acquired specially for any work, or of maierials received from 
dismantled structures. The amounts of such receipts are, however 
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not available for expenditure in excess of that authorised in the 
estimate for the -work, and the Divisional Accountant should see 
that, without orders of competent authority, the gross expenditure 
authorised is not exceeded or surplus receipts realised are not utili- 
sed towards additional expenditure. He should, at the same time, 
watch the receipts, with a view to bring to the Divisional Officer’s 
notice and obtain that officer’s orders on all marked deviations from 
the provision for such credits in the estimates of works 

(1) In case of works the accounts of which are kepP by sub- 
heads, an such receipts should he credited to a special sub head in. 
these accounts vide paragraph 327, In the case of other works, the .• 
progress of the realisation of the receipts should be watched tljrbugh* 
the register of special recoveries (vide paragraph 480) which should 
be posted from sanctioned estimates in respect of credits anticipated 
therein, and from the accounts in respect of receipts realised from 
time to time. 

C2) The Divisional Accountant should see also that savings 
due to abandonment of parts of a work, as evidenced by the quanti- 
ties of the work executed or otherwise, are not utilised towards 
unauthorised expenditure- 

482- After check every voucher should be enfaced ‘checked’ 
over the dated initial® of the Divisional Accountant as well as any 
clerk who may have applied a preliminary check. Vouchers not 
submitted to audit (vide paragraph 503) should be ‘cancelled by 
means of a perforating or endorsing stamp and kept carefully, to be 
made available for test audit whenever demanded by the Accountant 
General. 

(1) Stamps affixed to vouchers should be so cancelled that 
they cannot be used again, and if, with this object, they are punched 
through, care should be taken that the acknowledgment of the payee 
is not destroyed thereby. 

(2) Vouchers relating to new supplies of tools and plant 
should be completed by noting on them the name of the month in 
the accounts of which the articles acquired were brought on to P. 
W. A. form No. 13, Accounts of receipts of tools and plant, 

(3) Vouchers relating to contingencies which do not amount 
to more than Ks- 20 each should be dealt with in the manner indi- 
cated and a certificate in the form detailed in Article 448 of the 
Travancore Financial and Account Code written up. 

483. The results of the examination of accounts and voucher* 
received from Sub Divisional Officers should be intimated to them 
in all cases in which it is necessary to obtain further information, 
aocounts, vouchors, certificates, etc,, or to direct them to correct the 
relevaut records of their offices or avoid the recurrence of any irre- 
guhatity. The procedure to be observed may be prescribed by the 
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Divisional OfiEicer. The records connected -with the results of the 
examination should be retained so as to he availiihle for the 
Accountant General’s inspection. 

C. Settlembut of AccouSts with Tebasueifs. 

484 . As soon after the expiry of the month as possiblecj 
monthly settlement should be effected with all treasuries in respect 
of the transactions of the entire division with them. 

485 . For payments into treasuries, consolidated receipts should 
be prepAed in P. W. A. form No. 47 for the whole of the remit- 
tances made to each treasury, and sent to the treasury officers for 
signatuie, 

* 486. For cheques drawn, the pass books duly eomnleted for the 

month, should be obtained from the treasury officers whh The certi- 
ficates of issues from treasuries (which are prepared in the form 
reproduced below) and their agreement with the cash books of the 
division should be effected in part II of form No. 48, Schedule of 
monthly settlement with treasuries, which also gives details of the 
difference. 

I hereby certify that the total issues made from this treasury 

on cheques drawn against the account of Mr ...Officer 

in charge Division during 11 amounted to 

Rs*. (in words). 

The certificate of agreement should be recorded in the pass 
book over the signature of the Divisional Officer without recording 
any details of the uncashed cheques or other diffei'ences. 

(1) The pass book or list of cheques cashed is written up in 
Treasury Code form No. 18. It should remain in the division 
office as an account record of the office and should be sent to the 
treasury periodically on fixed dates (at weekly intervals in the case 
of the treasury at the division headquarters) to be written up. The 
identity and the amounts of the cheques entered as cashed should be 
examined at the earliest opportunity, the pass book being initialled 
(and dated) by the Divisional Accountant in token of the check. 

(2) P, W. A. form 48 is required for submission to audit in 
original, vide paragraph 501. The office copy of the details recor- 
ded in it should be signed by the Divisional Officer and carefully 
recorded, 

487 . As sub division cash books are closed before the last date 
of the calendar month, and the accounts of sub-treasuries are also 
not closed on that date, transactions recorded in the cash books of 
the P. W. D. for a month may sometimes be responded to by the 
treasury in an earlier or a subsequent month. This disturbing factor 
should be borne in mind. Differences which are neither due to this 
cause nor represent amounts of nncashed cheques should be settled 
gxpeditiously in consultation with the Treasury offieer concerned. 
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p. CoMPII-ATJOlT OF ACCOUNTS. 

I. Monthly accounts. 

(a) Schedule dockets, 

488. As cash vouchers and transfer entry orders relating to (i) 
charges on works other than percentages charged for establishment, 
tools and plant, etc., and (ii) of'her items of expenditure or disburse- 
ment for which a contingent bill is not requ'red come to hand and 
are scrutinised, they should be posted into schedule dockets ”n form 
No. 57, a separate form beiug used for — 

(a) Each work to be accounted in a schedule of works expen- 
diture, P. W. A. form No. 59 or in the schedules of deposit wbrks 
P. W. A, No, 60 and kudipathi works schedules. 

(5) Each manufacture or other item of expenditure debita- 
ble to stock and to be accounted for in the schedule of debits to 
stock P. W. A. form No. C4. 

(c) Each separate class of charges (including refunds of 
revenue) for which a schedule in any other form has to be, prepared 
under the rules in this chapter. 

Cash receipts which have to be taken in reduction of expendi- 
ture (vide para;graph 236) should be posted as refunds, with brief 
particulars of the transactions. At the end of the month the 
schedule dockets should be completed in respect of stock transactions 
by posting therein all the stock debits and credits of the month as 
recorded in the lower parts of forms 10 and 9, abstracts of stock 
issues and stock receipts respectively, omitting those brought to 
account through the cash book and the write back order book, vide 
rule 2 to paragraph 170. The total of the month’s stock transac- 
tions relating to each schedule docket should be entered therein as a 
single figure, plus or minus as it is a debit or a credit, and if there 
are both debits and credits to be entered, 'the net result only should 
be posted. Thus in the case of the schedule docket for works, this 
figure represents the total issue of materials from stock to the work 
and the materials transferred from works to stock will appear as 
refunds under the heading ‘transfer entries'. The schedule dockets 
should then be totalled and reconciled with the works abstracts in 
the case of works, and with the schedules concerned in the case 
of dockets of class (c) above. All the vouchers (including acknow- 
ledgments for stock supplied to contractors ) transfer entry orders, 
survey reports, and sale accounts which are required to be submitted 
to audit (vide paragraph 503) should then be tacked to the respec- 
tive schedule dockets which should be numbered inga separate aeri©? 
Ifor each month, 
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(i) The audit o£ schedule dockets is conducted in the 
Accountant General’s Office on the assumption that petty vouchers 
and initial stock accounts in support of the certified amounts of 
unvouched and stock charges have been duly audited by the Divi- 
sional Accountant in detail and are available for test audit. The 
Divisional Accountant is, therefore, personally responsible for the 
accuracy of these amounts as stated in schedule dockets. 

(ii) Some of the schedules referred to in clause (c) above 
include charges for works supported by a schedule of works expen- 
diture. * Such charges and other transactions relating to the works 
expenditure should be posted in the schedule dockets for the works 
concerned . 

4&9. For percentage recoveries made on account of establish- 
ment, tools and plant and accounts and audit and pensionary 
charges, a single schedule docket should be prepared embracing all 
Government as well as non-Government works on which these 
percentages may be leviable under rule. 

When the Divisional Officer is on tour, this may be signed by 
the Divisional Accountant, 

(b) Registers and Schedules. 

(a) Expenditure on works. 

(&) Expenditure on stock 

Ic) Transactions referred to in paragraph 49 8. 

490. (a) Ah cash and transfer entry transactions of the month 

other than those noted above, should be posted, from time to time, 
into one of the schedules or registers named below, to which the 
transaction relates : 

(i) Registers of revenue rea-\ AH in form No. 45 (Paragraphs 

lised. I 252 and 253), a separate 

(ii) Registers of refunds of register being maintained 

revenue I for each major head and in 

(iii) Registers of receipts and/ the case of works for which 

recoveries on Capital a separate revenue account 
Account. is kept, one for 'each se- 

) parate system or project, 

(iv) Registers of rents, of buildings and lands. Account Form 
21 (Paragraph 255) a separate register being main- 
tained for each major head etc., as in respect of Nos. 
(i) to (iii>. 

(v) Schedule of debits to 

remittances I 

(vi) Schedule of credits to Both in form No. 69. 

remittances j 
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(vii) Schedule o£ debits to 
miscellaneous heads of 
account. I 

(viii) Schedule of credits to/ Both in Form No. 68. 
miscellaneous heads of 
account. j 

Cix) Suspense register— P. W. A. Form No. 61 in respect of 
transactions falling under the .heads ‘purchases’ and 
‘miscellaneous P, W. Advances’, vide paragraphs 387 
and 401. 

(X) De])osit registers — P. W. A. Form 61, vide paragraph 
429. ' . ' ' 

(xi) Schedule of deposit works — P. W. A. form No: 00, vide 

paragraph 437. 

(xii) Schedule of Xudipathi works — Form No. 69, with 

modification, vide paragraph 443. 

(6) Of these schedules Nos. (i) to (iv) and (ix) to (xii) have 
already been described in the paragraphs quoted against each, 

(c) Schedule Nos, (v) and (vi) are schedules in which all 
remittance account transactions are collected, the entries being 
grouped under the headings given in Form No. 69. 

(d) Schedules Nos, (vii) smd (viii) are intended to coUect 
all disbursements and receipts which do not pertain to any of the 
other schedules mentioned in this paragraph or to any of the works 
or stock expenditure schedules referred to in paragraphs 492 to 494. 
These transactions are adjusted finally in the books of the Account- 
ant General, and ordinarily affect one of the non-public works 
major heads of re venue or expenditure (e. g. ‘VII Taxes on Income’ 
‘XV-Jails’ ‘19-E*General Administration — Accountant General's 
Office’ and ‘45 Miscellaneous’). 

(1) Incometax deductions from work charged establish, 
ment appear in the schedule of credits to miscellaneous heads of 
accounts. Percentage recoveries for accounts and audit on behalf 
of private parties and local bodies appear as credits or minus debits 
in the schedules of credits or debits to miscellaneous heads of 
account respectively according as the amounts are creditable to 
XXXYII Miscellaneous or 19.E-General Administration — Ac- 
countant General’s Office. As regards other transactions, they should 
not be classified under the final or debt bead concerned and shown in 
the schedules of credits or debits to Miscellaneous heads of account, 
unless the Accountant General has authorised this ; ordinarily they 
should be classified by Divisional Officers under the remittance 
head ‘Public Works remittances — other remittances’ smd included 
in, the debit or credit form, as the case may be. 
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491. At the end of the month, the stock transactions of the 
month as recorded in the abstracts of stock receipts and stock issues, 
forms 9 and 10, excluding transactions brought to account (vide rule 
2 to paragraph 170) through the cash book and the transfer entry 
book, should be incorporated in the schedules referred to in para,- 
graph 490 and the schedules should be completed in all other 
respects. 

^1) In the debit schedules 68 and 69 and in the deposit regis- 
ter should be posted, from the detailed schedules concerned, {vide 
paragraphs 492 and 493) the total amount of works expenditure 
chargeable to each head of account, division or office (see also para- 
graph 429) and (2) the total amount of the cheques drawn during the 
month should be entered in the credit schedule form No. 69 (Public 
Works Remittances — Public Works cheques) 

492v (a) After a reconciliation has been effected between the 

totals of works abstracts and relevant schedule dockets, a schedule 
of works expenditure should be prepared in form No. 63 separately 
for expenditure relating to each of the following classest— • 

1. Buildings, communications and miscellaneous public 

improvements 

2. 10 protective Irrigation 

3. 10-C Irrigation (capital account) 

4. S9 Maramat 

5. 40 ‘Military works’ 

6. 11 Anchal capital Works 

7. Capital expenditure not chargeable to revenue separately 

for each project 

8. Agency works — works done on behalf of civil depart- 

ments. 

9. Road development fund works, 

10. Kudipathi works 

11. All non-Government works other than department and 

kudipathi works for which separate schedules should 

be prepared. 

( 0 ) Only thoSe works on which expenditure has been incur- 
red daring the month should be included in the schedule, the entries 
being detailed in the order of the prescribed heads of the accounts 
classification in the case of works of classes 1 to 4, 6 and 7 and 
gtouijjd separately for each project in the case of works of class, 7. 
All works forming part of a single project or system should in fidl 
Cases be gtouped together. 

493 . The* schedule of deposit works aud the schedule of kudi^ 
pathi Work'^ should be completed in respect of expenditure traneac* 
tions, which should be taken from the relevant schedule dockets. 
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494, All debits to stock should be collected in form No. 64 
schedule of debits to stock. The entries in this schedule should be 
arranged in four groups: — 

(i) ‘Manufacture’ 

(ii) ‘Land’, kilns etc,, 

(iii) ‘Storage’ and 

(iv) ‘Other sub heads’ 

Under (i) should be detailed all manufacture operations ra pro* 
gress and under (ii) all works in progress in connection with the 
acquisition, construction and repairs of land, kilns etc., under (iii) 
should be shown the expenditure which is incurred after the acquisi- 
tion of stores, on work charged establishments employed on handling 
and keeping initial accounts, the custody of stock and the mainten- 
ance of stores godowns or yards etc. Under (iv) should be shown 
(a) individually all items of expenditure on the carriage, handling 
etc., of stock materials when the cost of such processes is charge- 
able to sub head of stock under which materials are classified (vide 
paragraphs 183 and 364) (b) individually, all items of acquisi- 

tion of stock materials, for which an estimate is required under rule, 
and (c) collectively all other items of acquisition of stock materials. 

NOTE* 1, If the Divisional officer is speoially authorised by Oovernm&at to sanction 
the carriage? handling, etc., charges up to a speoified money limit, 
it will devolve upon the Divisional Accountant to conduct the audit 
of individual items of expenditure against the Divisional Officer’s 
sanctions but all items of this class should be detailed in the sched- 
ule, 

NOTE, 2. lo respect ofeach manufacture operation, the out-turn of the month (vide 
paragraph 370) should also be shown in the achedule, the operation 
and out-turn being entered into two separate lines. 

495. An account of the suspense head 'stock' should next be 
prepared in form No, 65 stock account. Part I of this form is the 
main account showing the receipts, issues and balances, classified by 
sub hejids, separate figures being given in respect of the sub heads 
‘manufacture’ and ‘land, kilns etc.’ and storage and all other sub 
heads (vide paragraph 391) being lumped up. Part II, the detailed 
account of issues, is written up first, and from this, part and the 
schedule of debits to stock, form No. 65, is prepared Part I. 

. I ' (c) Olassifded Abstraci of- Expenditure, 

4 - 96 . A consolidated account of rdl expenditure (vide paragraph 
ITO-) charged against the grants of the division should be prepared in 
form No. 66, classified abstract of expenditure. The figures relating 
to the several major heads or divisions thereof, shown separately as 
in Appendix I, should lie entered in separate sections, ' arranged in 
Ihe order iudk’ated in Appendix I. 



XTO] 


ACOOtraiS OF smSlONAIi OfFlOERS 


169 


(1) When works for any of the departments detailed in 
paragraph 492 (a) are undertaken and funds for the purpose are 
allotted to the division, the expenditure transactions connected 
therewith should also be abstracted in form No- 66, the classification 
of expenditure being that prescribed in respect of the works con- 
cerned, CTcferule 1 to paragraph 67. 

(2) Refunds of revenue are excluded from this abstract as 
they ary treated as minus revenue, vide paragraph 250 and Appendix 
I. ^On the other hand, ‘receipts and recoveries on capital account’ 
are included in this abstract as minus expenditure as they are taken 
in reduction of the charges under the major head concerned, vide 
statement A of Appendix I. 

(d) Preparation of moniMy account. 

497. Finally, should be prepared, for presentation (with all 
supporting registers, schedules, vouchers, etc.) to the Divisional 
officer and submission to audit, the monthly account in form No. 
72, This account is an abstract of the entire receipts and disburse- 
ments of the month, as detailed in the various schedules and regis- 
ters, and shows also the opening and closing cash balance, and on 
the back of the form are printed (i) a memorandum of miscellaneous 
cash receipts paid into treasuries, and (ii) a certificate in respect of 
the closing cash balances of subordinate disbursing officers. The 
entries in the account are divided into three groups: — 

(i) Revenue entries, which are the total receipts under the 
several major heads, as taken from the registers of 
revenue realised, form No. 45. 

(ii) Expenditure entries, which are the totals for the 

several divisions of major heads and are posted from 
the classified abstract of expenditure, form No. 66, 
and 

(iii) Other heads, entries in which representing both 

receipts and disbursements, are posted from the 
schedules of deposits, kudipathi works, agency works, 
remittances and miscellaneous heads of account, forma 
70 or 71, 69 and 68. 

(1) The totals of the columns for receipts and disbursements 
must agree and if there is any difference due to cash being in transit 
between two disbursing officers, its amount, etc., should be included 
in the closing balance and the certificate of cash balance should be 
amplified so as to state the amount and the steps taken to adjust 
the difference. 

498. (a) There are certain transactions recorded in the initial 
cash and stock accounts, which involve no operation on a revenue, 
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expenditure or any other prescribed head of the accounts classifi- 
cation. as every such entry is counterbalanced either at once or after 
an interval, by a similar entry of the reverse character. It is not 
necessary to include such transactions for audit purposes, in any of 
the schedules and registers leading to the monthly account, but the 
Divisional Accountant should see that all transactions are cancelled 
by each other in due course. 

(6) These transactions fall under two classes:— - 
t^i) Cash Jrom treasury. A cheque drawn to replenish tl^e 
cash chest is charged to this head in the cash book and per contrg* 
the amount of the cheque is entered at cnee as cash received" undhr 
the same head, a cheque drawn in favour of self being cash (vide 
paragraph 1U8) even though not cashed at once. 

(ii) Transfers within division. Eemittances of cash and 
stock by one accounting officer of the division to another, are 
charged or credited to this head when the remittance is actually 
made or received. 

499. When the monthly account does not balance and the dis- 
crepancy cannot be detected readily, it may be advisable to write up 
independently an abstract book, from the original cash books, abs- 
tracts of receipts and issues of stock, and the transfer entry books 
and thus to locate the error or omission. 

500 . It Will be seen that all the transactions of the division* as 
recorded in the initial accounts of cash and stock and in the transfer 
entry book, excluding items referred to in paragraph 498, enter one 
or other of the prescribed schedules, the details being in some cases 
recorded in supporting schedule dockets. Transactions recorded in 
the cash book and the transfer entry book are posted direct from 
those sources, no items being omitted; but those recorded in the 
initial accounts of stock, forms 8, 9 and 10 are dealt with as 
under ; — 

ifl) Those brought to account through the cash book or the 
transfer entry book (wide paragraph 170) e. g. stock purchased in 
cash, ^tock sold for cash, and stock received from works are left out 
and 

(i) the rest are posted direct, from the abstracts of stock 
issues, forms 9 and 10. 

To ensure the accurate compilation of accounts, it is essential 
that the transactions referred to in (a) above are not brought to 
account twice, and the Divisional Accountant should see that all 
items of this class are correctly separated off in.the lower part of 
the abstracts of stock receipts and stock issues, forms 9 and lO as 
prescribed in rule 2 to paragraph 170. 
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(e) Sitbmission to AiuJtt. 

501 . The monthly account is due to reach the Accountant 
General on or before the 10th of the month following that to which 
it relates. It should be supported by the following documents. 

] . Extracts from the register of re- In the same form 
venue realised, P. W. A. form 45 and as the register. 

2. Extracts from the registers of re- 

funds of revenue, P. W. A. form 
45. 

3. Classified abstract of expenditure, 

form No. 66 

4. Schedules of works expenditure, 

form No. 59 

5. Schedule docket of percentage re- 

coveries, form No. 58 

6. Stock accounts, form 65, with sale 

accounts, form 19, in support of 
the cash credits to stock. 

f. Schedule of debits to stock, form 
No. 64 

8. Schedule of purchase, form No. 62 Extracts from the re- 
levant sections of 
the suspense regis- 
ter, form No. 61. 

9- Schedule of Miscellaneous P. W. 
advances, form No. 63 

10. Schedule of workshops suspense. 

11. Extracts from registers of receipts In the same form as 
and recoveries on capital account, the registers, 
form No. 45 

12. Schedule dockets, form No- 57 

(with necessary vouchers, transfer 
entry orders, survey reports and 
sale accounts tacked to each) 
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IJ. Schedules of credits and debits to 
miscellaneous heads of account, 
form No. 68 

14-. Schedule of credits and debits to 
remittances, form No, 69 

15. Schedule of monthly settlement 
with treasuries, form No. 48 (with 
supporting consolidated treasury 
receipts and certificates of issues, 
signed by treasury officers) 

16. Schedule of deposits, form No. 70 
or 71 extracted from the deposit 
register form No. 61 

17. Schedule of deposit works, form 
No. 60 (with reports of progress 
of expenditure) 

18. Schedule of kudipathi works form 
No. 59 suitably modified, with 

ccepted certificates of Division 
Peishkar referred to in paragraph 
446 of this Code. 

19. Extract from account of receipts 
of tools and plant, form No. 13 

20. Extract from the accounts of issues In the same form a? 
of tools and plant, form No. 14 the accounts. 

(with supporting survey report of 

stores, form No. 18, sale accounts, 
form No. 19, acknowledgments of 
officers concerned in the case of 
stores transferred to other officers 
not being Divisional Officers and 
treasury receipts 

21. Schedule of boat rents or license 
fees, P. W. A. form No. 104 

22. Exiaract from contractors’ ledger, 
form No. 42 prepared in P. "W. A. 
form No. 74 
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23. Schedule of rents on buildings 
eiud lands 

24. Completion reports for works due 
to the Accountant General for 
works completed 

2§'. List of accounts submitted to 
audit, form No, 7 ^ 

(1) The Divisional Officer is required to'make a formal report, 
periodically, of the progress of expenditure on a dejrosit work, to 
th ft administrator or depositor concerned. For this purpose a report 
in form P. W. A. No. 82 setting forth, the amount of the estimate 
the total deposits received, and the progressive expenditure, should 
accompany the schedule of deposit works, so tliat the Accountant 
General may, after auditing the schedule, verify the report and 
forward it to the local body or persons concerned, Several works 
relating to the same depositor may be included in one report. 

(2) If the Divisional Officer is authorised, to refund, without 
reference to higher authority, fines which have been remitted by a 
court of law, the original orders of the court should accompany the 
schedule of refunds of revenue, as the audit of the refunds made in 
such cases is conducted by the Accountant General on the authority 
of the orders of the court. 

(3) In the case of projects under eonstruodon, the schedule of 
works expenditure should show total expenditure to date on each of 
the heads subordinate to the minor heads (e. g.) heed works, main 
canals and branches, etc,, as also the total amount of the estimate 
for comparison. As regards revenue accounts, the expenditure 
under ‘extensions and improvements’ and ‘maintenance and repairs’ 
should be arranged by works under the several detailed heads. 

(4) The expenditure on the maintenance of each staff boat 
should be separately shown in the schedule so as to enable a check 
of the annual statement showing the working of the staff boats. 

502. The schedules relating to the suspense and deposit ac- 
counts, forms 62, 63, 65 and 70 and the workshops suspense 
schedule, must be submitted to audit, month after month, so long as 
there are balances outstanding under the account concerned, whether 
there have been transactions during the month or not; but, in res- 
pect of purchases and deposits, the Accountant General may 
authorise the use of the alternative forms of schedule numbers 
in the case &f divisions where the number of outstanding items is 
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very large, but the number usually affected by the monthly tran> 
eactions is small. In respect o£ the schedule of the deposit works 
form No. 60, the Accountant General may dispense with the sub- 
mission every month of part 11 of the schedule. Subject to these 
exceptions, the remaining schedules are necessary only if there have 
been any transactions during the month, 

503. (a) With the exceptions noted below (as to which, how- 
ever, see clause (b) below) all vouchers and transfer entry orders in 
support of cash payments and other charges in the accounts must 
accompany the monthly account : 

(i) Muster rolls or other vouchers in support of paymefits ' 
to labourers irrespective of amount, 

(ii) Vouchers in support of wages to members of the work 
charged establishment, the posts held by whom the Divisional 
OfS.cer is authorised to sanction, 

(hi) Other cash vouchers, relating to works, the amount of 
which do not exceed Rs. 20- 

(iv) Invoices or other vouchers in acknowledgment of issues 
of stock materials including issues of out-turn from manufacture to 
stock. 

(V) V ouchers in support of payments made for the conver- 
sion of cash deposits 'into interest bearing securities, iu cases in 
which no voucher other than the security itself or a safe custody 
certificate of the security exists. 

Note: When a voucher of this class is not submitted to audit 
the reasons should be noted against rhe entry of its amount in the 
schedule docket or iu the schedule of works expenditure. 

(vi) Transfer entry orders of the classes enumerated below 
Those involving debits to remittance heads otherwise than in 
respect of expenditure on works. 

Those relating to charges which are supported by vouchers 
received in transfer. 

Those involving a credit to a revenue head (gross receipts) or 
to any miscellaneous head of account otherwise than in respect of 
expenditure on works. 

(b) All vouchers (other than muster rolls) in support of 
debits to contractors should be submitted to audit, even though 
falling under any of the exceptions to clause (a). , 

Note : 1. The provisions in clauses (a) and (b1 of this paragraph 
apply also to vouchers received from other divisions or departments 
in support of transfer debits raised by them, 
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Note 2. The term ‘voucher’ used in clause (a) includes advices o£ 
transfer credit and acceptances of transfer debits received from other 
divisions, departments etc., in the case of the docket for schedule of 
debits to remittances. 

(c) All vouchers in support of payments for land acquired 
should be submitted to audit. 

{d) All survey reports of s-^res (form 18> and sale accounts 
(forni'*l9) must also accompany the monthly account. Sale accounts 
in support of cash credits to stock should be attached to the stock 
account form No. 65, survey reporrs and sale accountsjn support of 
other credits to stock should be tacked to the schedule dockets per- 
taining to the works or accounts debited; those in support of the 
extract from account of issues of tools and plant form 14, should 
accompany that document and the remaining survey reports and 
sale accounts should be attached to the schedule dockets relating to 
the works or accounts credited. 

504. The Divisional Accountant is required to sign not only 
the monthly account, but also all the schedules, etc., aceomi i-.-iving 
it. It is not necessary that the Divisional (Officer should sign aU 
these documents; he must, however, sign the monthly account, the 
schedule of monthly settlement with treasuries form No, 48 and the 
list of accounts form No. 75, unless he is absent from headquarters, 
in which case he should send to the Accountant General, as soon as 
he can examine his books and papers on return, a report in form 
No. 7 6 (with a duplicate copy of the monthly account the schedule 
of monthly settlement with treasuries signed by himselD without 
which the Accountant General will not finally pass the monthly 
account. The contingent bill must invariably be signed by the 
Divisional Officer. 

In cases in which form No. 58 is signed by the Divisional 
Accountant under paragraph 489, the Divisional Officer should on 
return to headquarters send to the Accountant General in form No. 
76 a duplicate copy of it signed by him. 

1. It is desirable that the Divisional Officer should mnlr^ 
arrangements for the review himself of all vouchers before they are 
submitted to audit, and that, unless the drcumstances are ex- 
ceptional, he should sign the accounts himself. 

505. In connection with the accounts for Karkatagom, the 
following points should receive special attentioo : — 

(a) The enti-y of the closing cash balance should be supported 
by (1) thti original cash balance reports (form No. 5) of all disbur- 
sing officers including the Divisional Officer, and (2) a certifi.cate of 
the Divisional Officer to the effect that he has obtaiued, on or after 
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the last diiy of Karkatagom, and rejiined in his office an acknowledg- 
ment from the officer or subordinate concerned, in respect of each 
item of imprest or temporary advance shown in the cash balance 
reports of the division for the last day of Karkal^agom. 

(1) The original cash balance reports of subordinate disbursing 
officers should be initialled by the Divisional Officer before trans- 
mission to audit. ^ 

(h) To part II of the schedule ""of monthly settlement with 
treasuries, form No. 48, should be subjoined a statement, in the form 
given below, lu respect of the cheques drawn to meet payments of _ 
works. 


Particulars. 

,No. of cheques issued. 

Account 

l. For the whole mouth.. 

%‘wm 

• «3 

2. During the last five 



working days of the 
month 

A 9a 



(c) The schedule of deposits form No- 70 or 71 should be 
accompanied by the account of interest bearing securities, P. W. A. 
form No. 78 referred to in paragraph 431. 


II. Review of vnsetiled accounts. 

506. The several registers and schedules relating to the sus- 
^ pense and deposit heads of accounts, and the 

woSf ItstTaot fnd accounts referr^ to in the margin, should be 
Register of works. re Viewed monthly so that the steps necessary 
_ to effect the expeditious clearance of outstanding 

balances, whether by actual recovery or' by 
MseBBBLait and real- ad]ustments lu the accounts may be taken re- 
isatioa of revenue, re gulai’ly throughout the year. In Mithunam or 
ferted to in paragraph Karkatagom, special steps should be 

taken with a view to bring about all possible 
reduction iu the number and amounts of outstanding items at the 
close of the year; and within six weeks of the submission of the 
monthly accounts for Karkatagom, a consolidated certificate in res- 
pect of balance^ other than cash, should be forwarded to the 
Accountant (j-eneral iu P. W. A, form No. 83, Annual Certificates 
of Balances. 
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(1) I£ the closing balance raider anj head is nil, it does not 
necessarily follow that a certificate is not required in respect o£ it. 
In all cases in which there was a balance at the commencement of 
the year, or there were any transactions iduring the year, a certi- 
ficate should be recorded, the wording oc it being suitably amended 
(if necessary) in case the closing balance is nil. 

507. Similarly, the prompt settlement of all remittance trans- 
actions, original or responding should receive the personal attention 
of the Divisional Accountant {vide paragraph 103) who should take 
•special steps early in Karkatagom to bring to account all liabilities 
assets awaiting settlement and tc effect clearance, in the 
accounts»o£ Karkatagom, of as many outstanding items as possible. 
Liabilities, as well as outstanding debics and credits, remaining 
unadjusted at the end o£ Karkatagom should be watched individually 
with a .vie w to their clearance before the accounts of the year are 
fi.nal]y closed. It is not sufficient chat the division office has 
brought to account all the transactions the responsibility for which 
devolves on itself. It is equally important that necessary action 
be taken to move the other parties concerned to bring to account 
or settle the outstanding items, the intervention of the Accountant 
General being sought when necessary. 

III. Closing the accounts of the year, 

505. The financial year terminates on the last day of Karkata- 
gom, and actual transactions taking 'pla.ee after that date can on no 
account be treated as pertaining to the year. It is necessary, how- 
ever, that as many of, the unadjusted reniittance transactions of the 
year as possible, should be cleared within the accounts of the year, 
and very often errors in account come to uotice after the last day 
bf Karkatagom w'hich should be set right if possible without affect- 
ing the accounts and estimates of the following year; whilst there- 
fore it is necessary that the cash accounts should be positively 
closed on the last day of Karkatagom, and also the stock accounts 
in respect of actual transactions, the Transfer Entry Book and the 
stock accounts should be kept open for transfer entries relating to 
rectification of errors and settlement of remittance accounts. 

(1) If any adjustments in accounts have been purposely 
deferred till the close of the accounts of the year, it is permissible 
to effect them after the last day of Karkatagom, in the same way 
as adjustments in rectification of e'rrors noticed after that date. 

509e The transfer entry transactions referred to in paragraph 
508 should be consolidated into a monthly account, which, _ with all 
the necessary accompaniments, should be submitted to audit on the 
1st day of Thulam following. This account is known as the sup- 
plementary account of the year. 
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(1) This account should bo of the simplest character and 
shoulil set forth only the transactions to be brought to account. It 
is not necessary, for instance, to repeat in any of the suspense or 
deposit schedules, the items not affected, so long as, in addition to 
the necessary details of the items affecled the totals for the account 
concerned are also given. Similarly, in the schedule of rents on 
Vrld’ngs and lands form No. 67, only the items affected and the 
totals )ieed be given, and in the extract from ;he contractors’ ledger, 
form 74, only the accounts of those contractors whose accounts are 
affected in any way, 

IV. Miscellaneous returns. 

510 . Other account returns Avhich the Divisional Officer should 
submit to the Accountant Gieneral are the following: — 

(a) Half yearly, 

half yearly registers of stock, form No. 1’^ on 
or l)efore 1st Thulam and 1st Medom. 

(b) Annually, 

Register of tools and nlant, foi’m No, 15 on or 
before 15th Medom. 

(f) Certificate of monthly reconciliatiou of the ledger and 
book balances in res])ect of each sub head of stock in the P. W. 
workshops by the 10th of the second month succeeding the month 
to which the accounts relate. 

V. Corrections in Accounts. 

511 . If an item in the accounts which properly belongs to a 
revenue op expenditure head is wrongly classified under another 
revenue or expenditure head, the error may be corrected at any 
time before the accounts of the year are' closed, but after the 
accounts are closed, no correction is admissiblo except as permitted 
in paragraph 354 of this Code, 

(1) Errors in suspense accounts are governed by the rule 
in clause (b) 

(ii) If an error be detected after submission to audit of the 
Divisional Officer’s supplementary account of the year, it should 
nevertheless be reported to the Accountant General for instructions, 
unless the amount be not more than ten rupees, 

(6) All errors affecting debt (including suspense) and re- 
mittance heads must be corrected, however old they may be. 

(c) When a correction is permissible it should be made by 
formal transfer entry ; but when it is not ■nsrmissible, it is suffi- 
cient to make a suitable note of it in tbe account ooncerned. 
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512. All corrections in accounts which may be advised by the 

Accoaaiant Grcneral ou "”.di inij the docume?jt', should, after veri • 
fication, be carried out in all relevant records, the entries being 
made in red ink the audit note or other advice) and attest- 
ed by the dated J ':he Divisional Accountaniv 

(1) The Divisional Accountant is responsible that all correc- 
tions advised by the Accountant General are specially brought to 
the notice* of the Divisional OflSicer. 

VI. Pro-forma Accounts. 

513. When the details of any class of transactions as recorded 
in accounts, are not sufficiently indicative, c,f the financial results 
of the operations of a given period, and it is necessary to ascertain 
the results, it is usual to prescribe periodically suitable pro-forma 
accounts in addition. 

(1) If a pro*-' or™'.' account relates to ti’ansactions of two or 
more divisions, the il dion of ii will ordinarily devolve u]»on 
the Accountant General; but Divisional Officers may be required 
to furnish the necessary dal a. A pro-forma account relating to a 
single division is pre, raved by the Divisional Officer and if it is an 
account prescribed by an administrative authority, it will be check- 
ed, if desired, by the Accountent General. 

(2) If the maintenance of such supplementary accounts is 
necessary for audit ni rprses and no form has been prescribed by 
the Accountant General, the Accountant General will determine 
the required forms in consultation with Government, but if the 
accounts are required for administrative purposes, the Accountant 
General will merely give such advice or assistance in prescribing 
the forms as may be rscyiirod of him. 

514. If for the purpose of any pro-forma account which the 
Accountant General is required to prepare or check, it is necessary 
to determine the charges incurred on a particular work or service 
or a group of works or services, the expenditure thereon should be 
booked separately in the general accounts, even though, under rule, 
it may not be customary to estimate or account for such expendi- 
ture separately, see also paragraph 71 (d). 

515. The pro-fo--:na accounts showing the results of the work- 
ing of irrigation, navigation, embankment, water supply and 
drainage projects productive as well as unproductive, for which 
capital or revenue accounts are kept, are prepared annually by the 
Accountant General. 

516. For workshops, manufactories and similar quasi-commer- 
cial undertakings, it is usual to prepare pro*form-a accounts periodi- 
cally, vide paragraph 374 (d) and 415, 
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517 - In respect of buildings in charge of the P. W, D. which 
are available for occupation as residences, capital and revenue 
accounts are prepared triennially by the Accountant General, in 
accordance with the rules and orders issued by Government. For 
this purpose. Divisional Officers should furnish the Accountant 
General annually with the necessary data in respect of such build- 
ings of their divisions as may have to be included in the accounts, 

(1) On closing the account of a work involving expenditure 
on the construction, acquisition, or equipment of a building intended 
to be used as a residence, or expenditure on additions and altera-^, 
tions to an existing residential building, the Divisional Accpuntaht* 
should see: 

(i) that if it is a new building, it is entered in the register 
of rents of buildings and lauds, 

(ii) that steps are taken to obtain the orders of competent 
authority to assess, or revise, the rental, as the case may be, 

(iii) that the correct capital cost of the building is noted for 
entry in the next set of c<apital and revenue accounts, the note be- 
ing made in the register of buildings referred to in paragraph 404 
of the P. W. Department Code. 

(2) Rule (1) applies also to expenditure on the provision of 
special services in connection with residential buildings such as 
furniture etc., for which rent is charged separately, 

(3) If a building is actually occupied prior to closing the ac- 
counts of expenditure on construction, acquisition or equipment, 
rent is nevertheless chargeable from the date of occupancy and 
should, therefore, be fixed provisionally with the sanction of com- 
petent authority, 

E. Cheque hooks and Receipt hooks. 

518 . (a) Register of cheques (and receipts) boobs should be 

kept in Account form No. 5, separate pages being reserved for 
cheque books, permanent and temporary receipt books. 

(b) Whenever on examining a cash book it is noticed that a 
cheque hook or receipt book has been brought into use for the 
first time, the Divisional Accountant should enter it at once in the 
register as a new item. At the same time, the date on which the 
corresponding book previously in use ■ was completely written up 
should be ascartamed from the cash book and noted in column 4 of 
the regisLcr against the original entry relating to the book. 

(c) The submission of the counterfoils of used cheque and 
lecoipt books for record in the division office (vide paragraph lo4) 
should b ' wa^ed through this register and as sooiT as the counter- 
foils ate received they should be examined and it should seen 
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in particular (i) that all items for which receipts were issued were 
duly brought to account in the cash book and (ii) that the writings 
do nob indicate any irregularity or disregard of rules requiring 
action on the part of the Divisional Officer. 

Notb , — The teriD ‘ receipt book ’ used in the above paragraph applies both to 
permanent and temporary receipt books. The blank space provided in 
the counterfoils of tha temporary receipt books for filling in th e number 
and date of the corresponding permanent receipt should invariably be 
filled in before the submission of the counterfoils for check in the divi- 
sion office, 

* 519. The register of cheque (and receipt) books should be re- 
viewed periodically and enquiries should be made of the disbursing 
officer concerned if there is any unusual delay on his part in bring- 
ing a book into use. Even if the cause of the, delay be known, it 
will be found advisable Co ob'ain an assurance from the disbursing 
officer that the book is in his personal custody and contains the full 
nurnber of forma intact. 

F. Miscellaneous matters. 

520. When a Divisional Accountant is about to be relieved of 
his duties in a division office, either permanently or temporarily, 
ha should prepare a memorandum reviewing the accounts of the 
division. The state of the stock and other suspense accounts of 
works should be reviewed in particular. All important liabilities, 
as also recoveries to be made from the staff or from contractors 
and others which should receive special attention, should be men- 
tioned. Any arrears or defects in the working of, the division office 
or subordinate offices rendering accounts to it should be specified, 
with a statement of the remedies applied or contemplated. Other 
points requiring the special attention of the relieving , accountant, 
whether in regard to the initial or compiled accounts or to objection 
statements and audit notes received from tue Audit Office, should 
also Be set forth in detail. 

The memorandum should be in a tabular form with columns 
for (i) remarks by the relieving accountant, (ii) remarks by the 
Divisional Officer and (Hi) orders of the Acconntant-Oeneral, 

The relieving accountant should examine it when taking over 
charge and promptly forward it with his remarks to the Acconn- 
tant-(^eneral through the Divisional Officer .who will record such 
observations as he may consider necessary. 

521. Divisional Officers are advised to review from time to time 
the several registers, books and accounts as are maintained in the 
division add sub-division offices even though under the rules in this 
Code they may have scrutinised and initialled the individual entries 
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or S 3 ts of entries therein. To this end they may require these re- 
cords be laid before them through the Divisional Accountant, 
monthly or at such other intervals as may be fixed by them. The 
feet of such review should be placed on record in all cases preferably 
in form No. 84 and posted in a suitable position on the account etc., 
concerned. 


522. When in consequence of the reconstitution of executive 
charges or of any other arrangements, the accounts of two or more 
division offices are to be amalgamated or those of any office are 
either to be broken up into parts or closed, thV 
Divisional Officers concerned should apply in 
time to the Accountant-General for the instruc- 
tions to be observed, in regard to accounts, in giv- 
ing effect to the arrangements. On all such occa- 
sions, the necessary transfer between offices of 
unsettled accounts (for example, see margin) of 
liabilities not yet brought to account, of quan- 
tity accounts of tools and plant and road metal, 
and of relevant account and establishment re- 
cords (including unused forms of cheque books 
and receipt books) should receive the special at- 
tention of all concerned. 


(i) Works in pro- 
gress and suspense ac- 
counts of works. 

(ii) Appropriati o n 
and sanctions not yet 
completely operated 
ttpom 

(iii) Stock and other 
suspense accounts. 

(i?) Kemittaucj ao- 
aounts^ 

(v) Deposita and 
cash balanojg, 

(vi) Unrealised rent 
& other revenue, and 

(vii) laterest bearing 
securities* 


523. The destruction of account records in P. \V. Offices i 
governed by the rules in paragraphs If 1 to 175 of the P. W. De- 
partment Code. The Accountant-General should be consulted and 
his orders obtained before destroying them. In each division office 
full defeils of all records destroyed from time to time should be 
maintained permanently in the prescribed form. 
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CflAPTJi:R XVllI- 
Pay, Allowances and Contingencies. 

524. The pay and allowances of Government servants of the 
department not charged directly to works, as well as all personal 
advances sanctioned by competent authority, are drawn from 
treasuries on bills in forms and in accordance with the rules, pres- 
cribed in chapters YIIl, IX, X, XI and XY of the Travancore 
Financial and Account Code Yolume I and Appendix 14 of Volume 
II, which are applicable to the P. W. D. subject to the special rules 
laid down in this chapter and in the P. W. Department Code. 

* Note : ~ The sanction of corripetent authority to personal adranee may, if pre- 
^ • f erred, bo obtained iu the form of counlersignature on the bill itself be- 

fore it is presented at the treasury. 

Preparation of Bills. 

525. Bills paid at treasuries are incorporated in the general 
accounts of the State by the audit office. Drawing officers are, ■ 
however, responsible that the major head_ and other particulars 
necessary for determining the accounts classification are recorded in 
each bill. 

UoTK The cost of any special establishment for acquisition of land, enter- 
tained under orders of Government by a oml officer acting as a Public 
Works disbnrser is chargeable as the cost of the works oonoenied and 
not as general establishment charges (vide Article 517 of the Einancial 
and Account Code and Note 3 to paragraph 260 of this Code.) 

526- If as permitted by Article 293 exception (b) Financial 
and Account Code, emoluments up to the date of transfer are not 
drawn before a Government servant proceeds on transfer, _ emolu- 
ments for the whole month may be drawn in the new appointment, 
the allocation of the charge to the old and new appointments 
being clearly specifiied on the bill. 

]qoTE In the case of non-gaaefted Government servants, the last pay_ certificate 
should give all the necessary information, so that the allocation may be 
oorrecfly noted by the drawing officer in the bill of the new office. In 
the case of gazetted Government sen ants whose last pay oertificatM 
are prepared by Treasury Officers (or by the Accountant-General when it 
is paid from the P. A. D.) the responsibility for showing the correot 
allocation in the bills rests with the officers themselves. . 

Encashment of hills. 

527. Non-gazetted Government servants’ bills should be pre- 
sented at the nearest treasury for payment. They should be accom- 
panied by a memorandum signed by the drawmg officer and speci- 
fying separately the arnonnts of (a.) cash required for disbursemei^ 
and remittance to be made in cash, (b) cash orders required on each 
of the sub*treasuries subordinate to the Divisional Treasury, for 
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payments to be made to establishments stationed near the sub-treasu- 
ries and (c) remittance transfer receipts on other Divisional Trea- 
suries for amounts which may have to be disbursed outside the 
Division but within the jurisdiction of the drawing ofiEicer. 

Notb;— T he Executive Engineer of a division may in place of the syntom of 
obtaining cash orders on sub treasuries for payment to establiHlimonta 
stationed near the sub-treasuries (as in item (b) above) adopt the system 
of presenting separate bills for suoh ostabliaUraeuis direct at sub- 
treasuries, But one or other of these two systeiMs must bo followed 
throughout each division and not both. * 

Distribution of pay and allowances* 

528 . Special attention is invited to Article 409 of the Financial^ 
and Account Code, prescribing the procedure for distribution of 
pay and allowances to establishments. Acknowledgments should, 
as far as possible, be taken on office' copies of bills but where this 
may not be convenient or advisable, as in the case of scattered 
establishments, consolidated receipts on acquittance roll, form 13 
of the Financial and Account Code, may be obtained separately for 
each set of payments made at one place or at one time. 

Note* Acquittance rolls and receipted office copies of bills are not required to be 
subcoifeted to the Audit Office) but as they are important reoordS) 
they should be stamped 'paid* and preserved carefully. 

529. Cash drawn on pay and travelling allowance bills of 
establishment should not be mixed with the regular cash balance of 
the department. The disbursement of cash drawn on pay and 
travelling allowance bills of establishment should be watched by 
maintaining an account in Account from No. 15 in all P. W. D. 
Offices vide para 188 (2) of the Financial and Account Code. The 
account should be in charge of the cashier or other person in charge 
of the office cash "book and should be signed by him after each (lay’s 
transaction. The manager of the office should verify the balance 
and record the result as often as possible. 

Notb. 1, This rule applies also to cash received bj a siiboi'dlnate offroPr for 
payment of pay and allowanoes of Government servants servins 
tinder him- 

Note. 2. The entries made in the Anamath Register maintained in sub-division 
offices need not be inoluded in the anamath register to be main- 
tained in division office. 

Miscellaneous recoveries from establisTirrent. 

530 . Ordinarily, recoveries on account of security deposits of 

employees should be made in cash when their pay is disbursed and 
should be credited in the cash book of the disbursing officer. When 
the amounts recovered have to be paid into an Anchal Office 
SaviiSgs Bank as security deposits, they should be forthwith remit- 
ted to the Anchal Office. * 

Note. Xhorule in this paragraph applies muUslis jn^iandis to ail recoveries frono 
employees -whioh are sreditable, under the roles, to some head in the 
eompiled aooounts of the dlTtnon. 
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Communication of sanctions to Audit. 

531. In the case of all transfers of division, sab division 
other executive charges, a report of transfer of charge should be 
prepared in the manner prescribed in articles 570 and 373 Financial 
and Account Code and sent to the Audit Office through the Chief 
ICngineer. 

Contingent charges. 

532. * Cash required to disburse contingent charges is obtained 
from treasuries directly by bills, i e. in the same way as cash re- 
quired for payment of pay and allowances. 

^Oiri. Under tkie method the eharges do not enter the divieioo eecoontg rt SIL 
though ultimately in the Audit Offioe they are charged agakirttha 
appropriation to 'which they relate. 

533. The rules in chapter XI of the Financial and Account 
Code, Volume I and Appendix 14 of Volume II, apply generally 
to the P, W. D. to the extent that they may not be inconsistent 
either with the authorised method of obtaining cash for contingent 
eharges or with any of the special rules in this Code. 

Special Buies. 

534. The following special rules are applicable, as regards 
eontingencieB. 

(a) The procedure prescribed in the Financial and Account 
Ck>de for drawing bills direct on the treasury, for keejang the ac- 
counts, of cash obtained on the bills and for making dlslmrsenients 
applies in toto. 

(b) Contingent bills may be drawn by the Ditrisional CMcer 
or Mich other officer as may have been specially authorised by 
Government, the procedure for the encashment of the bills being the 
same as prescribed for establishment bills in paragraph 527 , 

(jST Payments made out of the cash thub drawn are suhiject 
to the rules of this Code, both in regard to the manner of authoris- 
ing and. making payments and to the forms oft vouchers to be 
obtailsed in support thereof. 

(d) Debits from other departments or divkimis for supplies 
chargeable to contingencies, intimations of Which may be received 
should be dealt with in the manner indicated in Articles 454 to 458 
of the Financial and Account Code* Other debits, of which mta* 
tnatious may be received direct through advices^ of transf^ debitj 
and stock aTid adjustment transactions arising, within the mt^on, 
Bhould bo chared, by an entry in the regulw acwunto, by debit 
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“the Accountant -General’s Office on account of contingencies of 
the Division,” the transaction being incorporated in due course in 
the contingent bills as laid down in the rule already quoted. 

SoTE* In accepting invoices of Btore and work bills, etc., received from other 
divisiona and departments^ charges pertaining to oontingenoioa should 
' be clearly -specified and, if neoeswary, distinguished from other 

charges, bo that, in cases where the nocessary adjustment can he 
effected in the Accountant Q-cnerars Of lice, this may bo done with- 
out further reference to the division office. 

o 

535. The cash obtained for contingent charges should not be 
mixed up with balances of cash obtained for other purposes, and . 
care should be taken that cash charges relating to other hoac^s are, 
not brought to account, even temporarily, as contingent chasgee of 

"vice versa. 

Direction Office, 

536. The following rules apply only to the Chief Engineer’s 
Of^e and other Special offices which, are not like Divisional, Sub 
Divisional or Section Offices in direct charge of the execution of 
works. These offices are: termed as “Special Offices,” 

537. The head of a special office is not concerned with the 

actual execution of works, witb the disbursement of money, or with 
the provision or custody of any materials, otherwise than possibly 
as an officer of control. If, however, he is required at ary time to 
assume an executive charge, the monetary and store transactions of 
such charge should be kept distinct from the transactions of his 
Special office, and accounted for under the rules applicable to Divi. 
sional Officers. i 

538. Nor do -heads of special offices realise any departmental 
receipts. ; Any petty amounts received occasionally should be re- 
mittOT at once to the treasury in accordance with the procedure 
prescribed in Article 75 of the Financial and Account Code. 

539. Thus-j the monetary transactions of heads*^f special 
offices are practically confined to payments of office expenses and 
pay andallowances of themselves and the.members of their offices. 
These may be divided into two distinct groups - 

-,,(!) Pay and allowances. 

(2) Contingent ch^ges. 

540. Gash required to meet these payments is obtained by Ifllls 
drawn on treasuries under the rules in the following paragraphs. 

541. The rules in the Financial and Account Code -applv 

pti^tdtis to special offices. 
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542. The general rules relating to contingencies and supplies 
and services are given in Chapter XI in Volume I and Appendix 14 
in Volume II of the Financial and Account Code. 

543- Charges for new supplies of, and repairs to, articles of 
the classes which, in the case of executive officers are classified 
under the head ‘Tools and Plant’ are treated as contingent charges 
etc., in the case of special offices. 

Examples : — Scientific instruments and drawing materials 
office furniture, camp equipage, motor car etc., 

544. The Account procedure prescribed in chapter Vl for tools 
Md plants of Division offices will be observed in special offices as 
^1 as in respect of articles referred to in paragraph 543, suitable 
registers showing the receipt, disposal and balances of articles being 
maintained for the purpose. 

Noth* H artiolee of this class are transferred to a division office, the feet of 
the transfer should forthwith be reported to the Accountant Gteneral’g 
office eveB though no adjustment of cost is required to be mada 
under rule. 
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I'. The Travancore P. W. D. Account Code, of which the present 
edition is the first under this title, describes the accounts which should 
be noaintained in respect of Public Works transactions, the principles 
on, wlxich they are based and the procedure to be adopted for their 
maintenance. The rules in this Code supersede the rules relating to 
account matters in the Travancore Public Works Code published in 
1912. 

2. . The Travancore P. W* D. Account Code contains the rules which 
are special to the Public Works Department. It does not reproduce 
account rules which are applicable to the Public Works Department 
in common with other departments. In all matters in which no 
special rules exist in this Code, the general rules in the Travancore 
financial and Account Code will apply. 

3. Por the sake of convenience the Code has been printed in two 
volumes, Volume I embodying the rules and Volume II containing the 
appendices and forma. The Public Works Department Code defining 
the scope of the administrative and executive functions of the Depart- 
ment is under compilation and will be published shortly. Till that 
Code is published, the rules contained in the Travancore Public Works 
Code and those issued through Government Orders relating to admini- 
strative matters with the exception of those which are in conflict with 
or siipovK'dcd by the rules in the Travancore P. W. D» Account Code 
will continue to be in force. 

4. Any errors or omissions which are noticed in this Code may 
bo communicated to the Chief Engineer who will address Government 
in the Finance Department with a view to their rectification. 

Hnzur Cntcherry, 1 A. DakssmInabasaka Atvab, 

Trivandrum, > i'imncial Sscretary to Governmeni. 

29tb Hovember 1942, j 
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TRAVANCOR^ 

PUBLIC WORKS ACCOUNT CODE 


CHAPTER I. 

A. Extent oe application. 

TUo rules coutsviiicd in this Code describe primarily the 
prooeduro relating to the initial and compiled accounts of officers of 
. the Public Works Dc]>artmeut. They are supplementary to the 
pjenerar rules in the Financial «nd Accnnnt Code which are appli- 
cable to that department unless there be something repugnant in 
the subject or context, or except to the extent that they are modified 
by the rules in this Code. 

B. Definitions. 

2 . Unless there be something repugnant in the subject or con- 
tuxl,, the terms defined in this chapter are used in. this Code in the 
sense hereinafter explained. 

3. Admitiistrative Approval. The torn? denotes the formal 
acc(!ptiince, by the Administrative Department concerned, of the 
proposals for incurring any expenditure in the P. W. D. on a work 
initiated by, or connected with the requirements of such Admini- 
strative Department. It is, in effect, an order to the P. W. D. to 
ex(‘(!nte certain specified works at a stated sum to meet the admini- 
strative needs of the, d(ipartraent requiring the work. See also 
paragraph 65 of this Code and paragraph 196 of the Travancore 
Public! Works Dopartiiumt Code, 

4. Appropriation. Site paragraph 93. 

5. /iook Tramfar. This term is applied to the process whereby 
linaucial tnuiHaotions wliich do not involve the giving or receiving 
of cash, or of stock materials, an; brought to account. They usually 
i-cpre„-i!nt liabilities and assets of Govormnent brought to account 
either by way (.>£ siittlemont or otherwise ; but they may also re- 
prc'sonl corrections and ameiidmentB made in cash, stock, or book 
transfer traiiHactious previously taken to account. 

6. fyomni'r/uil Department, See Appendix 15 Travancore 
Klnatioiiil jind ,\(’(!(Hmt Code, Part II. 

7. , Ahaddoned. A work is said to be abandoned when, after 
it wtis startal, it is given up before completion. The term ‘aban- 
doned works’ does not include completod works, 

<jt. P.T. 5(702, 826. 
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8. Contingencies {worhs). When used in respect of the ucoonnts 
of works, the term ‘contingencies’ indicates the incidental expfcnses 
of a miscellaneous character which cannot approjiriatoly be classified 
under any distinct sub-head or sub-work, but yob pertain to the 
work as a whole. 

9. Contract and Contractor. The term contract, as used in this 
Code, means any kind of undertaking, written or verbal, express or 
implied, by a person, not being a Government servant, or by a 
syndicate or firm, for the construction, maintenanc(i or repair of one 
or more works, for the supply of materials or for tlu» perfbrnmiKtc 
of any service in connection with the execution of works or the 

upply of materials. The term coutrsmtor niouns a poi’Kon, syndi- 
cate or firm that has made such an undczMakiiig ; hut oftoti its use is 
restricted to contractors for the execution of works or for services 
in connection therewith. 

10. Department. This term when qualified by the prefix *the’ 
is used to indicate the Public Works Department. 

11. Deposit Worh. This term is applied to works of eousl riu'- 
tion or repair the cost of which is met, not out of Government funds, 
but out of funds from non* Government sources, which may either 
be deposited in cash or otherwise placed at the disposal of the Divi- 
sional Officer. Works executed for MuniclpuliLies and other public 
bodies fall under this category when the cost is chargeable either to 
cash deposits made for the purpose, or to their credit balances at 
treasuries. 

12. Detailed head. Sea paragraph 66. 

_ 13, Direct charges and direct outlay- Those (ixjwcssioiH as 
distinguished from indirect charges and indirect outlay (vide jmra 
graph !a2 below) are applied to those charges pertaining to a work 
projwt or job, which are directly incurred for its execution tind mo 
included in the regular accounts of it. 

14. Direction Office. This terra indicates the oflice of lui ad- 
ministrative officer who has one or more Divisional Officers working 
under his orders and ie not himself entrusted with the execution ot 
works or with the receipts and disbursemeuts of public money, e. g. 
the Chief Engineer j but if such an officer is also entrusted at any 
time with the ^ceipt and disbursement of public money, \ig is 
treated as a Divisional Officer, even though some parhof his emolu- 
ments may be treated as direction charges. 
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15 «‘‘ Direction Officer, The head of a direction office is known 
by this designation, e. g. The Chief Engineer. 

NOTE Thn Ohiof . Engineer is not • direction officer unless the direction of 

the business of one or more divisions is entrusted to him. ' Thus a 
Chief Engineer employed on apeoial duty is not a direoliori officer- 

id* Direct receipts. These leceipts as distinguished fi’om 
indirect receipts {vide paragraph 23) relate to items of revenue 
receipts which are realised in connection with a work or project 
.either by officers of the P. W. D. or other departments and are 
directly brought to account as appertaining to the work or project. 

17 . Division and Divisional Office^ Throughout this Code, 
these terms are used to denote respectively the executive charge 
held by a Divisional Officer (paragraph 18 below) and the head- 
office of such a charge. 

18 . Divisional Officer. In this Code the term is applied to an 
Executive Officer of the P. W. D. who is not subordinate to 
auothm' executive or disbursing officer of the department. 

Disbursing officers of other departments, if they spend Public 
Works funds and aia; required to render their accounts direct to the 
Audit Office, ai’e also referred to us Divisional Officers in this 
Code. 

19 . Final Payment means the last payment on a running 
account made to a coutnxclor ou the completion or determination of 
his contract and in full settlement of the account. 

20 - Grwnt. See paragraph 90. 

21 . J nclmive rate of cosif means the rate of cost of the entire 
work relating to a sub-head including the coat of materials if re- 
corded s. par; b>ly in accounts. 

22. Indirect charges and indirect outlay. These expressions 
are applied to those charges and ca[)ital outlay respectively which 
]>ertain or are incidcTital to a work, project, workshop job or manu- 
fiicture job but which are not incurred <iiructly and solely in con- 
n<K:tion thcivwi'h and thus cannot bo directly taken into such 
dtstailed accounta of it as an; incorporated ixi the regular accounts 
of the i-xpondilurc of the Dcjairtmeut, 

23 . Indirect /rccijit--! arc rc.ccipi s which pertain or are incidenta 
to a scheme or work but cannot be directly taken into such detailed 
a<v<)iinl t>f it *us are incorporated in the regular accounts of the 
receipts of the department. 
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24 . Intermediate payment is a term a])plie<l to u disbiirstv 
ment of any kind on a running accouni', not being the final pay- 
ment. It also means an ‘on account payment’ oilier than the final 
payment on a running account. 

25 Issue rate. This term denotes the cost per unit fixtsd, in 

respect of an article borne on the stocks of the department, at a 
valuation for the purpose of calculating the amount creditable to 
the sub-head concerned {%• e. the sub-head under which tluj article 
is classified ) of the stock account by charge to tin,* aceoimt or 
service concerned when any quantity of tliat article is isHUed from 
stock, , 

26 Labour. When a separate "materials account” is kept for 
one or more snb-heads of an estimate and the term ‘labour’ is used 
in connection with such an account, it denotes all charges imrtainiug 
to each of these sub-heads other than (i) the cost of matiiruilH 
issued direct and (ii) carriage and incidental charges in connection 
with the materials. 

27 . Liabilities, When used in respect of accounts of works, 
this term includes all anticipated charges which are adjuateble as 
final charges but have not been paid or adjusted reganlhiKs of 
whether or not they have fallen due for jiayroent or adjustment or 
having fallen due, have or have not been placed to the credit of the 
persons concerned in a suspense head subordinate to the accounts of 
the Work concerned. 

28 - Major Estimate. It is a term applied to the estimate for a 
Work when the sanctioned amount of the work cxpeiKlitm e cxcocdH 
Ks. 2,000. This term is also applied for the sake of oouveuience 
to the work itself, 

29- Major Head. See paragraph 66. 

30. Market rate. The term is used in respect of an article boriic 
on the stock account of a division and indicates the cost per unit 
at which the article, or an article of similar description can be 
procured at a given time at the Stores Go-down from the ueiireKt 
public market for obtaining the supply. 

31. Minor Estimate is a terra applied to the estimate for a 
work, when the sanctioned amount of the works expenditure does 
not exceed Ks. 2,000. This term is also applied for the sake of 
convenience to the work itself. 

NOTE. Petty works are those wMoh oost Rg- 500 or less atwl aro rcforro.i to 
as such ia this aud the Departinent Oode, 

32 . Minor Head. See paragraph 66. 

33. Non^voted, See paragraph 69. 



CHAP. 1] 


DBUNITIONS 


5 


3^.' On-ac 0 ounf payment or payment on account vaQsji& & payment 
ou a running account, to a contractor in respect of work done or 
supplies made by him and duly measured. Such a payment may 
or may not be for the full value of the works or supplies ; if it is 
an intermediate payment, it is subject to the final settlement of the 
running account on the completion of the contract for the work or 
supplies, 

35* Operation. Used in respect of the accounts of the manu- 
' facture and workshop transaction, this term indicates the charges 
incurred on the manufacture operations connected with specific 
jobs. 

36. Out-turn. Used in respect of the accounts of manufacture 
and workshop transactions, 'this term denotes the value of the 
finished products (or of the work done, in cases in which the 
articles wrought are not supplied departmentally) of manufacture 
operations connected with specific jobs. 

37. Primary Unit of Appropriation. See paragraph 90. 

38- Progress means the up-to-date quantities of work done or 
supplies made. 

39. Quantity. In the accounts of works, this expression is used 
to describe the extent of work done, supplies made or services ren- 
dered when those can be measured, weighed or counted. 

40. Rat*. In esi.imatcs of cost, contracts, contractors’ bills and 
vouc:h«rs generally, rate means the consideration allowed for each 
unit, of work, supply or other service. Except in the case of lump 
sum contracts, every bill or other demand for payment should, as 
far a.s possible, set forth the unit rate at which payment is to be 
mad('. 

41. Rate of cost means generally the total cost of a' work 
or supply divided by its (luautily. In the accounts, it re- 
presents the recordecl cost per unit, as arrived at by dividing the 
up-to-date final charge on a sub-head by the up-to date progress 
thereof. 

42. Re-appropriation means the transfer of funds from one unit 
of iipproin-iation to another such unit. 

43. Recoverable payment means a payment to or on behalf of a 
contractoi* which does not represent value creditable or payable to 
him. for work done or supplies made by him and has therefore to 
be made good *to Government by an equivalent cash recovery or 
short payment of dues. 
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44. Running account. It is a term applied to the acwn in t with 
a coutractor when payment i'or work or Bupplies is nmdi* to him at 
convenient intervals subject to final settlement of aeeount on the 
completion or determination of his contract. 

45* Secondary Unit of ap^ro^riaiio7i. Si'c para j 2 ;ra]th 1)0. 


46. Section Officer, This designation is used in this Code to 
describe those officials, usually non gazetted subordinates, who are 
placed in responsible executive charge of a ])ortion of a work, of a 
single large work, of a number of works or of a territorial juris lic- 
tion under the orders of an officer in charge of a M‘<‘(igiiisi‘<l sub- 
division and the accounts of whose transactions arc, therefore, ulti- 
mately incorporated in those of the sul)*division 

47- Secured Advance is a term ajjpUod spocifically (o an 
advance made, on the security of materials’ brought to site of works, 
to a contractor whose contract is for the comph'tcd items of Work. 
See paragraph 288 of this Code. 

48. Special Office means the office of a Special Officer. 

49 Special Officer (or specialist officer). The term is applied 
in this Code to such officers of the department as are neither Divi- 
sional Officers nor officers subordinate to a Divisional Offitser. 

# 

SO. Suh-Divisional Officer. This doaignatiou is applied primari- 
ly to an officer, whether a gazetted _ officer or not, who holds the 
charge of a recognised sub-division in subordination to a Divisional 
Officer, but when the immediate execiativo ohurgo of any workn or 
stores has not been constituted into a regular Huh-divisioiuil charge 
but is held by the Divisional Officer himself, the latter is also 
treated as the sub-divisional officer in respect of such cluirge. When 

a Divisional Officer holds the immediate charge of a rei ixniiscd 

sub-division in addition to his own duties as the oxitcutive lurad of 
the division, he is treated as the Sab-divisional officer in respect of 
the charge of the sub-division. 


51 . Sub-Sead. In the accounts of works imd in workimr 
estimates, this term is used to describe the sub-divi.-ions into whwth 
the total cost of a work (or of its sub-works if it is a large work) is 
ffivided for purposes of financial control and statistical cCuvenionoe! 
Ihe several descriptions of works that have to be cxocuteH in the 
course of construction or maintenance of a work or sub-work' (c a 
excavation, brick-work, concrete, wood-work, ete.) are flsuaUy ireaf,.'.? 
as the Bab'heads of it. ^ 
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52: Suh-Work. In tlxe case of a large work consisting of seve* 
r xl buUdingH or smallor works, or groups tliereof, the term sub-work 
is often applied to a distinct unit of the same if that unit is suffici- 
ently large or important to be kept distinct for the purposes of 
accounts ; for example the outer wall, the solitary cells, the cook 
houses, the Jailor’s (juarters, etc., in the case of a large central jail. 
In the case of Irrigation, Kavigatiou, Embankment, Drainage 
and Water-Supply projects, the head works, main line, each branch 
of a canal, each group of distributaries relating to each branch 
S(;})'u-:iti'ly, the drainage and protective works, the water course 
scheme and special tools and plant, all form separate sub-works. 

53. Supervision charges^ This term is ordinarily applied to 
the charges which are levied, in addition to book value and storage 
charges, in respect of stock materials sold or transferred and are in- 
tended to cover such items of the expenditure incurred on the stores 
as do not enter their book value. 

54- Suspense accounts. This term is applied primarily to 
certain heads of account falling under the minor head ‘suspense’ of 
a major head of expenditure, which are reserved for the temporary 
passage of such transactions as must at once be taken to the account 
of the sanction or grant concerned but cannot be cleared finally 
either because the relevant payment, recovery or adjustment is 
awaited, or because it is necessary to keep an effective watch over 
the values of any stock materials until their final disposal. The 
barges under a suspense account are taken in enhancement of the 
charges under the major head of expenditure concerned and the 
receipis in ireduction thereof. For suspense accounts within the 
accounts of works see paragraph 329. 

55. Technical Sanction. This name is given to the order of 
(;omiK!tcnt authority sanctioning a properly detailed estimate of the 
cost of a work of construction or repair proposed to be carried out 
iti the P. W. D. OrdinarOy, such sanction can only be accorded 
by G'>V(n'nm('nt or by such authorities of the department to whom 
the power has been delegated by Government. Sanction accorded 
by any other department of Government is regarded merely as an 
administrative approval of the work {vide paragraph 3.) 

56. Unit ot appropriation. para 90.) 

57. Voted, See paragraph 69. 

5S. Work: The terra ‘work’ when by itself, is used in a com- 
prehensive sense and applies not only to works of construction or 
repair but also to other individual objects of expenditure connected 
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with the supply, repair and carriage of tools and plaul, the siq>]dy 
or manufacrare of other stores, or the oporalions of a workshop. 

59* Works Expenditure and Works Outlay t These terms arc 
used to indicate respectively the expenditure ami the capital cliargca 
on the special services connected with the construction, rnjaur and 
maintenance of works. The charges falling under thcMc. categories 
maybe met when, under rule, any receipla are taken in reduction of 
the charges— but they do not include the cost of the goikerul services 
tools and plant and establishment, or any chargcH not taken (o final 
heads of account but kept under one of the suspanHc accounl's. 
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CHAPTER 11. 

OfllierAl Outlines of system of Accounts. 

A. Classification of Tbansactions, 

60 . *'The Public Works Department executes primarily works of 
all ’classes required Jfor all departments under the control of 
Go’Fornment except such works as may be entrusted to the adminia. 
tration of the departments concerned, (mJe chapter XT II of the 
Travancore Financial and Account Code and paragraphs 190 and 
191 of the Public Works Department Code.) 

The local works on behalf of the Resident, Madra.B States are 
also entrusted to the department. At times, non-Govemment or 
private works including the works of local bodies are also carried 
out by the department, 

NotS. Besiddn the foregoing, petty services such as the manufaotare of supply of 
stores sre also undertaken by Divisional OfiSoeis. 

61. The general principles and rules to be followed in the classj- 
ficatibn of expenditure are detailed in pai*a 70 of the Audit Code. . 

62. ’transactions relating to the charges and receipts connected 
with the .services pertaining to the works of the department are ad- 
justed finally in the accounts of the Divisional Officers against the 
provision of funds thereof placed at their disposal. 

■ Tranaactidns connected with the services for works of other 
departlnents are not adjusted finally but pass eventually out of the 
accounta of the Divisional Officers tor incorporation in the accounts 
of the departments concerned.' Transactions connected with the 
services for works on behalf of the Resident, Madras States, are also 
not adjusted finally but pass eventually to the accounts with 
British Government for recovery and adjustment. Outlay on non- 
Govermnent works is charged against the deposits received therefor. 

(1) When a division undertakes a service on behalf of 
another division, the oonnecte.d trau.sucl.ions are passed on for ad- 
justment finally in tlie accouuta of the latter division, 

(2) Operations undertaken in the manufactories and work- 
shops of a division on behalf of other divisions, departments, local 
bodies or individuals are treated as operations of the division in the 
first instance, but the; e.nt.ire cost is ultimately passed on for adjust- 
ment in the accounts of the diviHions, or adjusted by debit to the 
depart tncbcs concerned in the Accountant General’s Office or re- 

cover«<l from the local bodies or individuals concerned. 

' , - 

OIvU works (oiril •ad miliUry buildiugs uiid o'unumnlOfctious) Irrigation works. 

NsvljtwtioB work*, EinUnk-a'.'qt works, W«,tor Suyply Wd Drwnage worjfs, 
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63. In all cases the primary accounis of these tranaiietions 
should be kept in accordance with the ruhiS of this Code, "even 
though the ultiucaate coat of the traiisaciioiis may non have to be 
bi’ought to account finally in the books ot the Divisional Officer. 

64. The performance of these sorvi(X‘8 and the subsidiary pro- 
ceedings give rise to a number of other transactions with other de- 
portments etc, which have also to bo brought to aocoi.int, e. funds 
have to be obtained from the treasuries to meet liabilities ineurri'd, 
receipts realised have to be lodged in (.veasurie'! and ahws have to 
be obtained from other divisions or dop:ir'i(>c;:!,h or from ouiuido^ 

65. The transactions of the Public Works Officers «mny (htis Iw 
grouped under the htiads indicated below : ■ 

(1) Eicpendipire heads — for charges adjtjspibh* finally in 
the accounts of the Divisional Officers. 

(^) Revenue heads : — for revenue receipts ereditahle limiUy 
to Government in the accounts of the DIvisiDual 
Officers. 

(3) Remittance heads ‘ — for receipts .as well us i)ay!neiits 
for cash, stores or other values receivtid from or paid 
to on behalf of other divisions or dej).u-l.'iu‘nl 

(4) Debt heads', for certain roeftii)ts and jiiyinenis held 
in suspense peridir.g clearance by payment or I’ccovory 
(as the case may be) in cash or otherwism The 
suspense accounts for transactions of this group are 
treated either as heads subordinate to the exp'mdlitmi 
heads or as ^ independent heads of accounts as will 
be explained in later chapters. 

66. The transactions under each of these groups are further 
sub divided for purposes of accounts. In the case of expenditure 
and revenue heads, the main unit of clii'isifioitifja is known jw th© 
major head and the further divisions of it as minor heads, each of 
which has a number of subordinsite heads, genei-.dly known as 
detailed heads* 

(1) For departmental purposes, Public Works officers 
usually divide a dotaiJed head into a numb(;r of 
‘service heads’ but for p rposes of account the sing le 
term, ‘detailed head’ is used for all db’ision.s sub- 
ordinate to a minor head. 

67. The detailed classification of the account heads jiaod in 
respect of Public Works accounts is given in Appendix I. 

(1) In the case of works of other dej^artments undertokm 
F’ ^ standing arrangement, the pres- 

cribed classification applicable to the connected trans- 
actioas is iatimated by the Accouataat Geaerai, 
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68- RevcnuB is realistid iiiid placed to the crodit of Govei’nixient 
us it falls due uudor (Ixii statutory or other rules governing it but 
oxpi)iulit!ir(! can bo incurred only against a grant voted by the Legis- 
lature or allotted by the Govermnent. 

69 . All t'xpa.iul .u!'.' of the public works department is subject 
to the vote of the L, .-Air-.u, with the e;.cepLions of the items 
enumerated below, funds for which may bo provided without 
reference to the Legislature. 

(1) I'lxpor.dd'^'i; which is obligatory under any law. 

<■2) Works relating to 
(a) Palaces 

(&) Gov'-iTnmont Houses. 

(c) Guest Houses. 

{d'> Travaucoro Housck, New Delhi and Madras. 

(e) H. H. the Maharaja’s Garage and Stables. 
v3) Salary and allowances of officers holding appoiut- 
meutB the pay or the maximum pay of which is not 
less than Its. 500 per mensem. 

The terms uoifed and wen-noted arc used to cliininguish expen- 
diture subject Lo the vole, from that falling under these exceptions- 

70 - The term ‘expenditure’ used in r(;;;'..gr.iphs 65, 66 and 69 
iuciutles also charges iclassified as .yorking expenses which arc 
taken in reduction of revenue riKiei.nls- It "does .not include any 
recoveries of exis;-; r, which may, for account purposes, be 
treated as mirnts lixpc-r ktnre. 

B. System oi Accounts. 

71. Thii main features oC the system of Public Works Accounts 
are — 

(a) The Divisioniil Officer is the y ;''isbursing officer 

of the division aiul is permitted to oblain -y r-s on treasuries 

against Letters of Credit (J'reasury Code form 17) the money 
rc(iuired for all disburs .anniis in connecCon with the ekecu'.ion of 
works, lie also collects some of (ho dopartmoutal receipts of the 
division and piys them into treasuries, 

(5) Theae-'ii,. hof those receipts and disbursements (hielu* 
ding tl»p transaotioiis of subordinate officers acting on his behalf) 
!ir <5 compiled uu ''er his suj.i'r yis'on by an Accountant posted to hia 
oliicc by lUe Accountant General and are submitted monthly to the 
AocountantTiencrul who audits them against sanctions and appro- 
priation of funds and im;<>rporatc;i them in the general accounts 
of the fSfcate. 
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(o) He is further requireol to maintain clear accounts of all 
stores received by him and to make these accounts available , for 
audit by the Accountant General. 

(d) Under each major head of expenditure, the charges on 
each project, work, or sub-work are recorded separately in the 
accounts of the Divisional Officers. In the case of works of certain 
classes (see examples cited below) pro-forma accounta of nil trans- 
actions connected therewith are prepared annually by the Account-, 
ant General and for this purpose the receipts perhuning ' to each 
work of this cla«s in so far as the Divisional Officer is reHjwjnsible 
for realising and accounting for the same are also shown separately 
in division accounts. 

(1) Irrigation, Navigation, Embankment, Water Supply 
and Drainage works for which both capital and 
revenue accounts or only rovunuo accounts are kept. 

( 2 ) Quasi commercial undertukingH such as Workshops. 

(3) Residential buildings. 

( 5 ) Personal payments to all Government Herv;ints of the 
Department are made on bills presented at treasurie-s in acconkpee 
with the general rules of the Financial and Account Code applic- 
able to, all departments and are therefore brought to account by 
the Accountant General himself from data furuiahad to him djroot 
by Treasury Officers. 

72. It is not sufficient that an officer’s accounts should be correct 
to his own satisfaction. A disbursing offiejer has to satisfy not only 
himself but also the Audit Department that a claim which has been 
accepted is valid,ithat a voucher is a complete proof of the payment 
which it supports and that an account is correct in all respects. It 
is necessary that all accounts should be so kept and the details so 
fully recorded as to afford the requisite means fdr siitisfying any 
.enquiry that may be made into the particulars of any case, even 
though such enquiry may be as to the economy or the bottafides of 
the transactions. It is further essential that (heriHiords of payment, 
measurement and transactions in general must be so clear, explicit 
and self-contained as to be producible as satisfactory and convincing, 
.evidence of facts, if required in a Court of Law. All transactions 
involung^ the giving or taking of cash, stores, 'other properties, 
rights, privileges and concessions which have money values should 
be brought to account. The record of a trausaction. of receipts or 
expenditure should always be made at once under Jthe final or the 
debt or remittance head to which it pertains if that be known $ but 
if the exact head cannot be ascertained at once, then the transaction 
should be temporarily classified under deposits if a feceipt or under 
Miscellaneous Public Works Advances, if a obBrge> 
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CHAPTER III. 

Relations with Audit. 

A. Genbbal. 

73* ,Tho Divisional Officer, as the primary disbursing officer of 
the division, is responsible not only for the financial regularity of 
the transactions of the whole division but also for the maintenance 
of the .transactions correctly and in accordance with the rules in 
force. See also paragraphs 79, 83 and 84 of the Public Works 
■ Dei>artment Code. 

74. The Divisional Officer is further required to submit ' his 
accounts: to the Accountant General who has to apply to them SRch 
audit cheeks as are detailed in Chapter I of the Audit Code and 
other rules that may from time to time be prescribed by Govern- 
ment {vide para 79 of the Department Code.) 

The accounts returns which have ordinarily to be sub- 
fuittodfor audit and compilation are enumerated in chapter XVII 
but the Accountant General is authorised to call for additional 
accounts, Iwoks, paiiers and writings or other information having 
relation thereto, should he consider them necessary for the elupida- 
tioa tliereof. 

75* The Divisionul Officer is responsible that the accounts of 
his division are not allowed to fall into arrears but if arrears or 
eon fu.dun arise which in hia opinion cannot be cleared without the 
iwsistaius} of the Accountant General, he should at once apply for 
BtMsli aasisttuice explaining the cirenm.siances which led.tosucha 
state of affairs and why it cannot be attended to by the normal 
stuff ’>£ the Division {vide para 83 of the Public Works Department 
Code.) 

B. Divisional Accountant. 

76. To assist the Divisiomil Officers in the discharge of their 
f^{jou8ibilitki» rofemsd to in paragraphs 71 and 72, the Accountant 
General will post u Divisional Accountant to each Division Office. 

rogawling tlie mtablishmeut of Divisional Accountants 
art* given in ApiHjndix IH* 

'77. .(a) The functums of the Divisional Accountant are three-- 

iMdi 

(i) A» AocoUutaiit, e., as the compiler of the accounts of 
tho division in accordance with the uroacribod rules and from the 
furnished to him. 
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(ii) As primary auditor i. e„ as the reproseiittitivti oE Uio 
Audit Department charged with the responsibility of applying 
certain preliminary checks to the initial accounts, vouchors etc., 
(see chapter XVII), and 

(hi) As Financial Assistant, us the Gcnex'ul Aasiafant 

and Adviser to the Divisional Officer in all matters relating to 
accounts and budget estimates or to the operation of financial rules 
generally. 

(b) In the discharge of these diiiiea, he is cxpect(Hl to keep’ 
himself fully conversant with all sanctions and orders pa. sing 
through the office and wi h other proemsdings of the Di\ision.'U 
Officer and his subordinates which may affect the esilnrdes or 
accounts of actual or anticipated receipts and cluu-g.'S. He should 
advise the Divisional Officer of the financial effects of all pritposnls 
for expenditure and keep a watcli, as far as possible, over all the 
liabilities against tbs grants of the division as the,y are incurr<‘d. 

(c) The Divisional Officer should sec that ho is given the 
fullest opportunitj' of being conversant with these sanctions, orders 
and proceedings. To enable him to discharge his dudes efficiently, 
the Divisional Accountant is tioated ns the scniior rtuimbiir of the 
office establishment of the division, 

78. The Division d Accountant ia expected to see that the rules 
and orders in force are observed in respect, of all the transaetions of 
the division. If he considers that any trinsaotion or order tdreciing 
receipts or expenditure is such as would be challenged by tins 
Accountant Glenoral if the primary audit entrusted to the Areountant 
were applied by the former, it i.s his duty to bring (his fact to the 
notice of the Divisional Officer with a statement, of his reasous and 
to obtain the orders of that officer. It will then bo his duty to 
comply with the orders of the Divisional Officer ; but; if ho has bocn 
over-rnled and is not satisfied with the decision, he should at the 
same time make a brief note of the case in the register of Divisional 
Accountant’s audit objections, in P. W. A. form No, 56, and lay tlie 
register before the Divisional Officer, so that the latter may have 
an opi^ortunity either of accepting the Divisional Accountsint’s 
suggestion on reconsideration and ordering action accovclhigly or 
of recording, for the information of the Accountant General, Ida 
reasons for discarding that suggestion. An obje<;tioti . e.nlorcd in 
this register should not be considered as finally disposed of until it 
has been reviewed by the Accountant General .for whose inspection 
the register should be available at all times. ^ 

1% (a) The Divisional Accountant should bring to the Divi« 
slonal Officer’s notice all instanees in which subordinate officers 
exceed the financial limitations on thoir powers placed by the 
Divisional Officer or higher authority. 
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^ (i) For examplo, if tlie Divisioiial Offioor is allowed a lump sum appropriation 
for expemlituro on a group of work* and ha hi^s made out o? it appropria- 
tion tor individual workK, expendituro should be watched against indi- 
vidual appropriation and oxoesses brought to tho Dirisional Officer’# 
nt»tioe But if a lump sum appropriation is made for a group of worts or 
items of oxpondituro of a division, the total expenditure thereon will he 
audited against tho lump aum plaood at the disposal of the Divisional 
Offioorf r the purpose. 

NoTffl -Tho ohcob against anv Hpooifio ri*,‘ippiui)rialiou which the Divisional Officer 
may uuko out of any lump sum plaot^d at his disposal is couduoted by the 
DiTlsiimal Accountant on his bt'half. 

(6) Hu may furt.hur bo required by the Divisional Officer to 
uudortakt’ ou his behalf such other scrutiny of the accounts of the 
receipts and disburaements of subordIhuiLe officers falling within 
the '>iv'iKinniiI Officer’s own pow-.rs of sanction as the latter may 
consider necessary. 

(tf) The Divisional Accountant will be solely responsible for 
tho issue of objections on account of excesses over or for want of 
sancti tivd estimates in the case of potty works, vide paras 204 and 
207 (iii) of the Public Works Department Code, except civil works* 
(lej)osit works, maintenance of staff boats, estimates for losses on 
slock and works for other depiiclnu-nls. He should maintain an 
oliji'Ciion book in P. W. A, form iNo. 75) lo record and watch 
(he ck!iiriui(;(‘ of such irregularities, ’rhe Aecountantant Ceneral 
will c\amiiu‘ the. register during his annual inspections. 

80. 'I'ho Divisional Accouiu ail t should inspect at least once a 
year, under the onh'.rs of audattheBamo time a.s the Divisional 
Offificr, tlje aecoiuits records of sub-divisional offices and check a 
per.'i-:n':i';e of the initial accounts. The defects noticed should be 
r,>p. .(■<«■(! to the Divisional Officer for orders, bub the Divisional 
Acooimiaiit will be re-ijiicedhl as far as possible, for personally 
cXjdiiei 1'* i.hed'fecK of procetlur.- and imparting necessary instruc- 
tions theivim lo tlie Sub-' 'ivislotial Officers and their staff. 

(1) Thu results of these inspi-elioiis should be placed on 
rcc(»rd for >l).i inspection of the Acoouutaiu. Gouernl, but serious 
finaucial irn-.pi'url '••^should be rcporlerl at onec for the informa- 
tion of (hat officer even though sot right under the orders of 
iMmp.'i.-n: aisi'ii!. i.y. 8cc also Article i7ii of tho Travancore 
l'ln;!i..id mill Account 0 m1i‘ rciiuiriug a report to be made immedia- 
tely to the Aeeuui.t iui t bnieral of all defalcations or losses of 
public money, atorcs or other property. 

(2) *Tht! aucouuts of inier.-.st— bearing securities maintained 
by Hub- Divisional Officers should bo exuuiued to see that the rules 
rolaii.ig M» them arc ‘'b-,.r\.-.l and that the register in P. W. A. 
fotm No. 77 i« c cn c' ij- mamteimxl, and with thh object a few 
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transactions of the register should be compared with the ontriea 
in the cash book or other account and vice versa. The securities 
certified as being on hand - vide para 431 — should be verified by 
inspection as far as possible and it should be seen, in respect of such 
of them as are not produced for inspection, that there are in exist- 
ence either the original acknowledgments of the depositors bearing 
dates subsequent to the dates of the Inst account, or tho acknowledg- 
ments of the authorised custodians, us the case may bo. 

81 , Two sets of questions for the guidance of the Divisional 
Abcountants in carrying out his inspections are contained in 
Appendix IV of this Code. Part I of the questions contains tho 
subjects which should necessarily be examined by the Accountants. 
Part II refers to matters about which the Accountants should obtain, 
before commencing their inspections— the specific orders of th« 
Divisional Officer, in writing, as to whether they should examine 
them or whether the Divisional Officer would take them up. The 
Accountant will then take up those subjects in Part II which the 
Divisional Officer has ordered him to do so, Tho remaining points 
therein should be examined by the Divisional Officer himself. 

82 . The Di .’isional Officer has a right to seek the advice of 
the Accountant General in all matters connected with' the uccouutH 
of his division or the application of financial rules and orders ooQ- 
cerning which there may be any doubt. It will usually bo desira- 
ble, however, that he should first obtain the advice of the Divisirinal 
Accountant who is specially trained for this duty, and this should 
be done in writing in all cases of importance — viae para 8S of the 
Department Code. 

Audit Ihstkctions. 

83 ; The Accountant General arranges for the periodical test 
audit and local inspection of the accounts of the Divisional and Sub- 
IMyisional Offices, and the Divisional Officer is respoiiSiblo that the 
iditial accounts and other connected records are made available for 
inspection. Inspecting officers are required, if possible, to difecuss 
the di^ts of their reports with the Head of the office iuspfeot^ 
b^(ire submitting them to the Accountant General, attd for this 
purpose it is desirable that the Head of the office should be present 
at the inspection, unless his presence is urgently requiiud elsewhere 
(vide also G. 0. No. FL 1325/45 of 19 dated 10-8-1923.) 

The following procedure should be adopted in dealing with th« 
reports of inspection of the accounts of Divisional Offices • 

(1) The report will be sent officially by the Acoounfwat 
General' to 'the Executive Engineer Concerned who should forward 
it with his'explauatiou to the Chief Hugineer within one month of 
the receipt of the report, 
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(2) The Chief Enginoar should forward the report to the 
Accountant General with his remarks and orders within one month 
of the receipt by him from the Executive Engineer. 

(3) The AccouTitant Genciral will forward to the Chief Engi- 
neer for further remarks extracts from the reports which may seem 
to call for notice. 

(4) The Chief Engineer will deal with all matters within 
his competence and refer the rest to Government for orders. A 
copy of the Chief Engineer’s orders on the Accountant General’s 
reference should be sent to the Accountant General within a month 
of the receipt by the Chief Engineer of the Accountant General’s 
reference. The Chief Engineer should also send to the Account- 
ant General copies of any separate reference which he makes to 
Goverument. Only those cases where an officer has to be censured' 
or where money is to be written off or where important questions 
of policy or procedure are involved should be referred to 
Goverument. 

(5) The Accountant General will refer to Government, 
separately, questions on which he does not accept the Chief Engi- 
neer’s orders, and general questions of policy or importance on 
which he requires the decision of the Government. 

Now 1. Tho d«to8 »poa'ficil above eliould bo etriotly obaorvod. 

Nots S* Thu Ohief Knglnoer *t»d other oflioijrs ahonld specify a time limit _fot 
reply when calling for oxplanationa and atriotly enfotee the time 
limit’ The partiouler pointa on which further information is required 
ahottld Ije apoollied not only in tho roforonoo but in the prooeedinga 
iont to tho superior or audit authority. 

IfoTV 3" Tho Audit Dopartmout has power to ojcamino oonfefaots and to bring* 
before Govcrumwii, any oiiso whn<<> oompi'tiiive tender* have not hlaen 
aoughlt or whuro high tondors have been accepted) or wherfe other 
irregulMitioa in procedure have oo»o to light- 

NoTS 4- loapwjting ohioor# wiahing to mako numraenta on tho oonfidontial records 
shown to lh«ni should write auoh oommonta in their own hand, trwt 
them aa etriotly oonfidontial and submit them separately from the 
gam ial oudil roj»ort to tho Aooounlant Genorab 
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$ 4 * At a general rule, every sanctioning authority is respon- 
gibla tbiit all sanotinne and orders against which audit of receipts or 
dwbm‘H»ni»erifri is to be conducted in the Audit Office are communi- 
cated to it in :i<v<.rdiiicf with rhfi p'''»'fdur(', in force. See para- 
gr.I»h 350 of i\w Public Works Department Code, vide also para- 

gta^i bSt 
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(1) Audit against sanctions accnrdt'd by lUo. ,l)i^iHion:^t 
Officer is conducted in the Audit Office only in respeci of (wshnical 
sanction to estimates. In respect of other saneiionHof the Divisional 
Officer, the Divisional AccountanI, is rcaponKi!)Ui for tin* nwH'SHiiry 
check, (vide paragraph 79.) 

(2) Sanctions to contract agreements accorded by 

higher than the Divisional Officer .should ha eommutiicale.d by them 
to the Accountant Gaueral in .such form as to that olftCiT to 

audit the payments to contractors on the basis of rates sao- 1 io',cd_ 
for each item of work or sujiply and other uc(jes,siu’y tiurms and 
conditions. 

E. Keshlts op Audit. 

85 . The results of audit arc cominunieub'd to the Divisional 
Officer in tho' form of audit notes, objection snn.niuinls, Im'I). clioii 
reports, letters or memoranda. These should recuive prciup! atten- 
tion, wde Article 153 of the Financial and Account Ood.‘ and the 
replies of the Divisional Off’cer slnaild be based, as far as p.i^lbb-, 
on his own knowledge. It Is not enough to pass ivn the I'xplana- 
tion of a subordinate ; reports prnpai-cd in this manner way, by 
lulling suspicion, lead to greater irrcgulu>lt\' afterwards 

Note. Each audit note suould ho roturnoi to thirAiMlit Offioo witliiti t# day* t»£ iti 
receipt iu the BiTisioiial Office* 

86. Objection statements and in.-ipeei iou rbportj^ Hhonfd bo 
returned through the Chief Engineer after the 'dvisional Officw 
has recorded his replies thereon. The Chief Mngiii.‘.-r will pass 
orders in respect of matters which he is competo'nt to deal with 
finally and record his remarks (with a note of the action taken) on 
all other points before returning the documents to tho Accciuntuni, 
General. 

87 . Once a transaction has been entered iu (he stato- 

ment or otherwise challenged in one of the other dortunumts 
referred to in paragrah 85, the nispousihility for hiving tlu! objec- 
tion removed will devolve upon tho Divisional Officer, and 'the 
Accountant General is required to report to the higher authorities 
cases in which the objections are not cleared within a riia-sonuble 
time. 

Notb. All audit obiootion is usually removed by obUininj; the reqitlmte .'aiwtion. 
by making thi) n^oeasarv rocovnry, by oiirmoiiuK i.r ('itunilcliug th« reltj. 

vant aCQonnt or vonohDr, by furnishing thi* <luvafTicni-i nr tiifor* 

matioa or by otlierwiso f^ocxiriaf; conipliauot* with tin- of a 

specified rale. In cases in wluoh a pri»ti‘tdt; in made ftadit 

jb] motion atf being incorrect, the objeotion he in Mm 

iidosa a formal iDtimatiou of its withdrawal i» reooived from tho iidli 
Offioe. 
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88/* rivo Au(11t OfJke ia mjuirtid to place under objection any 
tmiisaVitioii cnminpj (o ita notice which is not covered by adequate 
sanction or involves an excess thereon or other deviation. In some 
cases, the Divisional Officer may have already taken action to re- 
gularise the transactions, or the excess (if any) over sanction plus 
any further excess that, may bo anticipated may bo within his powers 
of sanction without ])rcparii!g a revised 0.stimate and lie may have 
accorded tlie neiwssar}' t’oriml approval to it ; yot, if the necessary 
intimation of smuhion dot's not reach the Audit Office when the 
•Divisionid accounts in which the regular transaction appears are 
biiing tile Audit^ Officer is bound to raise the objection, as 

that officer is not autlioriscd to assume that the necesssary sanction 
Ins bean acc trded. Divisional Officers will therefore find it advis. 
able to semi to the Audit Office the earliest intimation of such of 
their aanction.s and orders us are required to be communicated to 
audit paragraph 84) and to give it, without wai'iug for the 
receipt of the objection Htiitoinent or audit note, all ueccisary infor- 
mation in regard to transactions for ivhicli, within their knowledge, 
adequate authority does not exist. A single noi,e or statement 
pr.'paiV'd monihl}’ and signed by the Divisional Officer himself 
WiU ordinarily suffieti in respiict of trausaotious brought to account 
in the monthly aceouul; —but if it cannot precede or accompany the 
Kionthly uecount, it should be sent to the Audit Office within a 
week of llui d',‘s])utc;h of the account. 

N(»tk (i) TliD ubjHtjt ‘if IhiH nil*' iH tt» tho issue of imiioodHaary audit 

rotluotioii in ths numW of objootious oau be 
only by okttrviug tho requirttmonta of the fmanctal ‘and 
utimr nilfrt InniriuR ou tho iranHaoti<ni8 aud iiy taking timely aotioa 
to acfu*r I <^r obtaiu, as tho caHe may be, Huoh sanotiou or tirdor as 
nmy hi required in cases in whioh a deviation from rule has 

OUtUUTOlt' 

(ii) Tb^n^ivlidotul Aodiumtaut m rosp >uMiblu («) br bringing prominonily 
In tli'^ mei'So of tip* Divinional OfKoor, at least once a month in a 
rogidloi* tipecially maiutaim^d for the purposis, all irregular trauHaotioni 
on uluoh litUon ha< ant already boon taken by iho latter at the 
iuatauo 1 of S ib Diviaiaiml Ollkm or of his own motion and 

(fr) r,!ving cirpot (fi the pi' »vi, inn: nf (hia paragraph ill aooordanoo with 
tb t prnipilurn whioh th* P^\s*ioiial 0/licer may have doairsd to be 
lu this ooumH*tion, 
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CHAPTEK IV. 

Appropriations. 

A. Intboductobt. 

89. (o) Expenditure can only be incurred on a work or other 
object ■ 

(i) If sanction of competent authority has been obtained 
as required by any orders, general or special, issued tluTcundor by 
competent authority, e. g. the rules in any authoristd code ; and 

(ii) If funds to cover the charge during the year have 
been provided by competent authority. 

In the case of charges against suspense accounts, any expt'ndi. 
ture which is not expected to cause an excess over the net provision 
for the year, may be held to be covered thcnjby. (6 cq also para- 
graph 102.) 

(iii) If no breach of ithe canons of financial propriety as 
laid down in article 37 of the Travancore Financial and Atjcount 
Code is involved. 

(6) For payments chargeable to the accounts of other divi- 
ebns, departments, or the Kesidency, Madras States, of non.Oowrn. 
ment works and repayments of deposits, a Divisional Officer does 
not require any specific provision of funds within the appropri. 
Btions for his own division. It is sufiScient to see that such pay- 
mentsare made only in accordance with the rules in the relevant 
diaptersof this Code. 

For inevitable payments uncovered by sanction or provision 
of funds, see articles 88 and 89 of the Travancore Financial and 
Account Code. 

B. GtBANTS and IHBIB DI8TK1B1I*I0N. 

90. A grant or supplementary ^nt may include expenditure 
falling under one or more major heads or S(5CtionB of a major head, 
lor^ purposes of accounts classification, each major head of account 
is divided into minor heads, — the latter being further divided into 
detailed heads, service and departmental heads — (vide para 66). 
The sub-divisions of a minor head from the point of view of the 
distribution of grants and the control of expenditure are kuown as 
primary and secondary units of appropriation, (nde also .Hlustra- 
^ under Article 851 of the Travancore Financial and Account 
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.91. The distribution of grants is usually effected as under: 

(i) The whole or a part o£ the appropriation for a primary 
miit within a grant may be placed at the disposal of the Chic^ 
Engineer or a disbursing officer, or the unit may be broken up 

a number of secondary units (to cover a number of works or ^ 
number of detailed heads of account) and the appropriation for any 
of these, wholly or in part, may be placed at his disposal. 

(ii) The Chief Engineer at whose disposal an appropri* 
atiou for a primary or secondary unit has been placed, may out 

it allot funds for expenditure on specific work or item, or on ® 
group of works or items. 

(iii) The sum of all appropriations made by the. Gtdef 
Engineer from a unit should not exceed the amount of the unit, or 
pfu'tion thereof, placed at his disposal. 

(iv) The appropriation for a unit can be increased or 
decreased only by a formal order of reappropriation authorising ® 
transfer of funds from or to another unit. 

92. An appropriation or reappropriaiiou within the grants of 
a year ciin be authorised at any time before, but not after, the 
expiry of Ihe year. 

93. An appropriation is intended to cover ah the charges, 
cJmling the liabilities of past years, to be paid during the year or to 
be ailja-^tf'd in the accviunts or it. It is operative until the ejos® 
of the fiutincial year. Any unspent balance lapses and is not -ava^’ 
lalile for utiliHation in the following year but the Government 
ordinarily t iidya\‘(>ui- to include any anticipated lapse in the demaoo 
for the following year, 

(i) The financial year closes on the last day of Karkat*‘‘ 
gom. After that dale all cash and stock transactions aretreat®“ 
as pi rtaiiiing to the following year but bonafide transfer entri®® 
are for some months, vide para 508. 

94. («) The Accountant General is responsible for watcbip8> 
firstly, that the total i xpenditure under a grant does not exceed 
grunt and, sc -ondly, that the total expenditun! on each primary 
unit within a grant does not exceed the appropriation therefor 
modified by orttera of reappropriation passed by competent autb^^' 
rity from time to time. 

In coinpliaucc. with paragraph 89 (a) (ii), ho must furt^*^ 
see if a work or other object (jf exiienditure requires a speoifi® 
appropriatu'm, uU cxpifiiditure on it is audited against such ®P* 
propriatiou. 
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(c) When, however, several Divisioiml OfiicesrH are authoris- 
ed to incur charges relating to a rant of appropriation ugaifwt a 
lump sum appropriation placed f:)r the purpoai; at the diHjiosal of 
the Chief Engineer, i" devolves upon him to watch the progres.-, of 
expenditure in all the divisions and to kee|> the aggregate charges 
within the appropriation. If the Accountant General is rcgnc-Jled 
by the Government to audit the charges against the appropriafioii, 
he will comply with the request, 

95. The procedure relating to the preparation of demainlH for 
grants is laid down in the Legislative Council Rules and that rehit- ’ 
ing to the appropriation and naippropriation of funds and to 
budget matters generally is laid down in ihe Financial and Account 
Code, Chapter XXIII. (See also piiragraph 107.) 

96. A Divisional Officer at whoso disposal a lutnp’suiu appropri- 
ation has been placed for a group of works or itcniH may alhit out 
of it funds for specific works or items, 

C. Watching of Actuals. 

97. It is an important function of the Divisional Officer to ket-.p 
a constant watch over the progress of cxpuudiiurt' and to keep 
himself informed of such circumsiauces as may affect the progress 
of expenditure, in order, to take early steps for obtaining extra finds 
or surrendering probable savings, as may be xiecrssary. The plan 
to be followed in actual practice for this pur] >i)-> will be slightly 
different in the case of (ixpeuditure met by raemis o£(‘Iiequi*s drawn 
on the treasury and aecounicd for monthly in the Divisional 
Accounts from that to be followed in the case of (‘xucnditnn* met 
by bills presented at the Treasury and not ])assitig through the 
Divisional Accounts. 

I. Hxpenditwe incurred by cheques drami on the treas'ury^ 

98- It will be found convenient in praclicc to adopt the follow- 
ing phin for watching the progress in the case of cxpeudilure by 
means of cheques drawn on treasuries. 

(а) The progress of expend i Lure on works or other items 
for which there are specific appropriations should be watched indi- 
vidually month by month through the register of works and other 
relevant accounts. 

(б) In respect of works or other items for which luiii]> sum 
appropriations are placed at die Divisional Officer’s disposal, he will 
wateh the progress of expenditure against appropriations by the 
maintenance of a record (i) of the expenditure in •the form of a 
progressive abstract showing, month by mouth, the up-to-date ex- 
penditure of the year, and (ii) of the grants in the form of a register 
showing the appropriations and reappropriations ordered from time 
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(c) In tho oauo of Huspeuae hendti, the suapense schedules in 
forms (!1 (o G3 can bo utilistal after noting in them the appropria- 
(ion for the yojir and watching the expenditure against such appro- 
])riati(>u. Thus (he divisional ao(!ouutH can bo utilised for watch- 
ing the i)rogress of expenditure against the appropriation. 

99 . d’he Divisional Ofhcer should prepare a monthly statement 
in sail, a bio form for each major head of account to take a compre- 
honsive view of the expenditure of the division ns a whole and also 
• 1,0 eimhle the (linef KngiiiGor to watch the progress of expenditure 
in the several divisions sevomlly and collectively. This statement 
should show the various minor and detailed heads (primary and 
seeond:iry units o£ H])propriations), individual works for which 
Hpetdlie :i})p!-oj)i'i;U;ioti.s haves been sanctioned by a higher authority, 
iis well as the appropriations therefor as modified from time to time. 
Works for which a lump sum a])propriation has been placed at the 
di8}>osal of tins Divisional Officer may, however, be grouped together 
and only (ho totals shown. The expenditure incurred under each 
primary and secondary unit and under any work or item requiring 
a specific! !i]>propriatiou should Iw posted in the relevant column 
from the! register of works and the! schedules of works expenditure in 
P. W. A. form No. 59. In (-ho cjase of the susj)enho heads, the net 
dnbii or cicedit idone mwd bi! posU'-d from tlic register in P. W. A, 
form No. Gl. Undischarged liabilities and anticipated credits should 
be ■''('i>:n-a(( ly recorded in thc! column provided for the purpose as 
ir- is m-ec.-.,-Mry to hike, thorn into account in lacvicwiiig tho progress 
of exp.'ii-lilurc (vidfi pamgriipU 101). The special attoutiou.or the 
Divisional Otficcsrs is drJiwn to )>iir:igr!i[)h 103, 

100. The statement rc-fiirred to in paragraph 99 above should 
bi cmmplcii'd within !i wock after the date fixed for the closing of 
tiu! 1 divisional Accounts and a copy should be forwarded to the 
Chief Ivi-.iiiiciM- with such proposals as the Executive Engineer may 
think juaie-isary fur tho reappropriation of funds or for the surrender 
of probible stiviugs. The Divisional Officer should attach special 
importance to the statements after the first six months of the year 
and should devote punicular attention to their review. 

101 . (a) in this review of i;x_j«endiinre, undischarged liabilities 
play tui important part and their effect on individual and lump 
earn tipprupriai-ions should, therefore, be watebod. 

NOTK. 1 LiftbilitlsB may bo divided into four classes: 

(i) tbSse outstanding in the susponse accounts relating tj con- 
teaotors and labourers in the aooounts of works. 
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(ii) fliose outstanding In any oitho regular BUBpensa aooountR of the 
diyiBion, 

Ciii) outstanding debits adjustable by book teanaler, wad 

(Iv) matured olalms of contractors^ suppliers, etc., awaiting setilfr* 
ment and all unmatured claims, recurring or non-reourring 
likely to fall due for settlement before tiie close of the year. 
Liabilities of class (ii) may affect not only '&e grants for ttie 
minor head Suspense’ of the major he^ under which the 
BUspenae account concerned is classed, but also tho grants for 
works and services falling under the same and other major 
heads ; see also paragraph 102. 

(ft) Anticipated credits (if any) which will iiltiTnaUsly be 
tann in reduction of the expenditure chargeable agninatany indi. 
yidual or lump sum appropriation should also be taken into account, 
(see statement A — Appendix I). 

(<) This review is of special importance during the last four 
months of the year. 

(<f) This review should also be conducted coiled ively in 
respect of each primary or secondary unit of appropriation, & 
Buitablefregwtar of appropriations being maintained for the purpo.se 
(see' 9o-(p) (ii) above), Such a review is of special help in formula* 
ting proposals for reapjffopriation. 


102 .' The following points should receive special attention j 
The appropriations for suspense accounts provide for the nut 

between the gross debit and the gross credit for the M-hoIc v«ar, 
ihey impose an obligation on the Diviaional Officer so to reimlate 

tltlTor r" ^ ^ ^ntici^ted 

suspense balances. There is a era - 

KSstS ^ accounts of the year, all 

mnSior“^,b"^ payments necessitated by the actual 

the oneniw ^ JV® responsibility is in respeb of both 

the veS^ wrh!fn and credits) of 

SdSftl.u of any items is likely to cause any 

necessary to mf^ l* ”ij appropriation, the funds 

y meet "the charges should be reserved under these units 

adiasteble by trans- 

in P W A form ‘N’n heads of account should be registered 

thev'brc^m: f as foon a.^ 

be known at any timl ^ awaiting adjustment n a; 
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/jT. E»pmd{tura inmmd by bills drawn on 
tlw Treasury. 

104. Tlu! (nily < \iK‘!i.'iti!re that fiilla under this category is 
that cl:ihsiti«*d uudifr the tniiinr head Huluries, establishment and con> 
tingoiKucH relating Iharoto. The detailed procedure for controlling 
expi'.iidit.in'i' iH eoutaiiw'd in cliapiers IX to XI of the Travancore 
Financial an«l Aoctnnit (lode. 

I W. I >uli(>s of the. Chief Engineer. 

105< 'J'he. ( lhi<'f I'lngiin-.T ahould, after a thorough review of the 
rei'nivcd Fr(tm_ the DiviHioiial Officers, take such action as 
he n.'' 'v without delay and consolidate the statements 

of file Division d iDiru'crs in order to review the progress of expen- 
diture against the ..pproprl ition placed at his disposal. A copy of 
the Divi d 'U.i! Htatenieiif shoiild also be forwarded to the Audit 
Office. 

106. The Audit Office will check the division report with its 
own eeenui ■ luid reiurit it with corrections, the reasons for which 
shouhl he explaincil to the Chief Miiginecr. Any corrections made 
by thii Audit Office should he incoriwatcd by the Chief Engineer 
ami e<niin.o'dr •.! to the Hxfcutive Engineer. 

/F. Mimikneow. 

107. 'I'hc deliiiled rules relating to the preparafion of demands 

forgninis. tit the ‘m,, -. and re.ippruprlalhni of funds and 

to liudger in«! ■ !■ dly are laid down in Ohuptcr XXIII of the 

Trav:nie<a*e K. ■ 'sei • ,! Iceount C<kIu, The powers of reappro- 

priati.m delegated to ihe (hiif Engineer luul the Divisional Officer 
wilthe fotuia it. 1 .y : r \I of the Travanwre Public Worki 
Depiirinient ('iwle. 
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CHAPTliR V. 


Cash. 

A. Introductory. 


108. The terra ‘cash’ as in (his chupi .t iiuiludcs 

tender coin, currency notes, choquos jHiyablu on I. I, 

transfer receipts and demand drafts, A small supply of out' :.mm 
receipt stamps may, when nccossnry for tiw; as rcisiipt , bo 

kept as part of the cash baliiiMas. Oovonuiii'itt :o_' Hank 
deposits, Government of Travancoro Pro-viotos and (Juvornmiiut. of 
India Securities accepted as aecnrity doposifs nndor (ho provisiutiH 
of paragraph 417 are not to be treated ns cash. Soc! also arSicloB 
195 to 211 of the Travancore Financial and Aciiount Code. 

109 . Primarily, the Diviaional Officor is llm r‘''poii ;!»',■ dishurH- 
ing officer of the division but this function may lx; d- I.’ ;,P -1 to his 
Bubordinate officers in certain cases (vida piim L'(» 1 ). 

110 . Ever;^ Governmont sorvaut is {wrHonaily r. q;.'.i>ibli for 

the money which passes through his hands and* for th(‘ pn-mit' 
record of receipts and repayments in the prescribed account us well 
as for the correctness of the account in ov<!ry nispoct. The private 
cash or accounts of membera of the d may ntjt be mixed 

up with the public cash or accounts. 

B, Modes op obtaininq cash i-’rom T.;;:As:'un;.s„ 


1. General- 


111 . Disbursing officers of the <1 p.n l-n.;..: obtain ciwh for 
disbursement in two ways, viz, dlna;ih by billa diiiwii on the 
treasury or by means of cheques. For pa'vn),iP of pay uml allow- 
ances of Government servants on (he regular ostablishmont not; 
charged di^ctly to works and for office ^'.ilheye' rl-rv , (tertnin 
heads of offices and other officers draw bills oh (<■ '■ ■ in pres- 
cribed forms in accordance with the rules in the T.-.l-,-: ncr.- Finan- 
cial and Account Code Chapters IX to XL 


All other disbursements are made by Dlvirihmal Officers who 
may em^wer sub- divisional officers to make disbursements on their 
TOnaic. tor this purpose, Divisional Officers are placed by the 
ccountant General in account with one or more trcusurlca by means 
^ If (lorm No. 17) and they may either authorise 

bub Diyisiona Officers to obtain money from the (reasnr-tarwithin 

<^rawing cheques (uj> to a specified 
lumt) or place them in funds by means of a fixed imprest. 
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1.12. The appropi'iation o£ departmental receipts to expenditure 
in the department is strictly prohibited except in the case provided 
for in parii«raf>li 127, See also article 78 of the Travancore Finan- 
cial and Account Code. 

113. The procedure prescribed for accounting for cash obtained 
from treasuries on bills for pay and allowances of establishment not 
charged directly t(t work* or on contingent bills is detailed in 
Chapters IX to XI of the Travricorc Financial and Account Code. 
Undisbursed balance (^£ cash thus obtained may be kept in depart- 
mental cash chests a»id iiccounted for in account form No- 15 of 
the Financial and Account Code but they should not be mixed up 
with the regular cash balances of the department, accruing from 
money obtained on cheques, which arc dealt with and accounted for 
in accordance with ihe rules in the following paragraphs. 

114. When Cor the convenience of work it is neceseary that 
the Divisional OHiecr or any of his subordinate disbursing officers 
should be authorised, either occasionally or as ii standing arrange- 
ment, to draw cheii!n.s on a treasury situated outside the limits of 
the division, such an arrangement may be sanctioned by the Ac- 
countant Ceneral. 

Siniilui'ly, the Divisional Officiit may, if necessary, specially 
.ui!hoi-l:.e any of lui snb-divisional officers lo draw cheques on 
treasuries sitiia U'd outside (h.) jurisdiction of fke latter but within 
the liinitH of the ilivision. 

This rtde is intendtid fo b(i applied with special care and only 
to cases of r(!!il necessity. Payiiieuts to contractors should, as far as 
conv-!aii'.i.l \ pniclic'ubhi, be tuadc by cheques on the nearest treasury 
and u slijsi!-’.!: ! (o the ell'ect (hat paymeuV shall be so made 
should bv» innerted in tin; o<mtract agreement where necessary. 

II. Liiiiiiif dll Sub-JHvisimal Officer’s Drawings. 

115. A Divisional Offiecir for the maintenance of efficient 
control over (he di-.bnrsemeuts of his division, may empower any of 
his Kul>.Divisioniil Officers to draw against funds placed at his dis- 
posal up (o a ^ ;>» e Jl :1 limit. The treasury officers will open separate 
a<sMuiU.H for snb divisional officers and watch the drawings against 
such limits- 

(i) For ihi.s pm'poscp the Divisional Officer may require the 
Sub-Div4sional OlHcer to submit by a convenient date an estimate of 
luH probahl.: tc-'hI. in suitable form- 

(ii) T'h.i limit wlum tixed should be for the account month 
of the fSub-bivision and the dates oi the commencement and 
lerudn:i!ion of the month must be specified in the intimatioq tp the 
Trousury Officer coiiccraecl* 
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III. Cheques. 


116. Potty suma under ten rupees fihouki not Iw paid l>y 
cheques, and for the disbursement of theso and ulher charges which 
naturally are paid in cash, e. g. the wages of lahourt^rs and of ifltah- 
lishment charged directly to works and value payable! pu-fage, it is 
permissible to draw money from time to time from the treasury to 
replenish the cash chest. Whether there be a guard or not, diHbin'M- 
ing officers must draw cheques for the ininunum of cash actually 
required to meet current disbursements, and if if. Is .found at any 
time that the balance in hand is larger than i.s required to miict the 
anticipated expenditure of the next 15 days, the wurplus Hlnmld be 
returned into the nearest treasury. 

117. In drawing cheques drawing officers should ba guided by 
the general rules laid down in article 128 of the Fiiuuicial and 
Account Code. The special rules applicalde to the departmtiut are 
set forth in paragraphs 118 — 123- 

118. Before a cheque book is brought into use, all the chcciue 
forms in it should be marked by a disringtiishing letter. Checpic;: 
drawn by a disbursing officer on any treasur) sli, add be distiiiguished 
by a different letter from those drawn by himself or other dinburK- 
ing officers of the division on that or any other treasury. 

119. In the case of sub treasuries, the advice of the numbta* f>f 
the cheque book to be used (vide article i28 of t.he Finundal anil 
Account Code) should ordinarily bo sent thnmgh the <iivisionul 
treasury ; but in cases of urgency it may be scut direct to tlm sub 
treasury, a copy being forwarded simultaiu ously to the divisional 
treasury. 

120. When a limit has boon set by the Divisional Oniccr on 
the urawings of a sub-divisiotja] officer under the provisiouH of 
paragraph 115, the limit prescribed for the drawin,.a o«i each 
treasury during a month, should be outored on the reverse of (he 
counterfoil of the cheque book for that treasury before any c;li.-(iut*.s 
are drawn during that month and the sub divisional officer should 
. watch that the limit is not exceeded by deducting from it, on the 

reverse of the counterfoils, the amount of oacl cheouw as it is 
drawn. The undrawn balance at the close of the month should 
not be earned forward to the next month. 


NOTE. In «U cfties the drawing ofBeer should record on tho revetso of the 
counterfoil of eaeh ohaqna the amount of tho next cheque drawn and tb« 
otal of the draNnnga daring the monih and oarry forward thoir total to 

toexerqieo 

Snwclependent oheck on the’poatiogs in hie cash hook. 
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hill; not in l-hfi column for payment, a note 
Hanin i.iuH! uf^ninst the original entry in the 


‘ j 21 •••!£ tho currency of a chcqLUo should expire owing to its not 
, • 2 at iiu! treasury for jiayracnfc within three months 

f in the date of its issue (vulu urticlc 128 (iv) of the Financial and 
Account Code), it may be received back by the drawer who should 
then destroy it and draw a new chc(|uc in lieu of it. The fact 
£tho desiru'-'i'»n and the number and date of the new cheque 
should bit recorded on the eonntorfoil of tho old cheque and the 
,n,mh,T and dau! of the. cheque that is destroyed should be entered 
nnhi (‘muV,-r,;i of the new one. The fact of the new cheque 
havin'^ been' issued should be entered on the date of issue in red 
ink in the eush bi;H)k 
being made at the Haimj 
cash book. 

For l»r<>ce,(bir ‘ rebs I li\v; (o lost cheques sco article 129 of the 
Financial and Account Code. 

122 Whitn it is necessary t(» cancel ti cheque, the cancellation 
should* bo recorded on the connlcrfoll and the cheque, if in the 
drawer’s niisscssion, should he destrnyod. If the cheque is not in 
his tiossoHsiun, lie should promptly request the treasury officer to 
aton pavineutof the cheque and, on ascertaining that payment has 
lieun siopu'd. he should write back the entry in his cash book by 
exhibitin'^' the amount of the cheque as a minus figure on the pay- 
moT ido in the “a-oemry” column. A counter reference should 
L Lnvon in tho cash hook against tho original, to the second entry 
of the cheque. A cheque remaining unpau for any cause for 
twelve mont h, from the date of issue should be cancelled and its 
amount written back in a similar manner. 

When a cheque is lost during the period of its currency 
and it i>-e.one‘s necessary to issue a duplicate, the trcMisury officer 
Ml cerned shonld he inne.cd.ieiclv i-dormed of the loss of the original. 
The dui.ruMle should not he issued until the drawing officer has 
sSfied him Hilf tliai; the original cheque has bien noted as invalid 
at Ihe treasury. Kefercnce aboukl be madeni the cash book against 
thi origirnd ‘entry to the issue <ff the duplicate and also on the 
..ounSoilof the lo«t cheque, vide para 129 of the Financial and 

Account Code. 

X. Account Procedure. 

124 - When money is received by a Government servant on 
. , 1 ^ -c/i -Jmnnh tr should at once be brought to account m 
behalf of Governmenc, tc suo nhould invariably be 

di book and aroccipt m account toim in o. j snomu m^'anaDiy dc 

■ the payer. If, however, the amount be realised by 


the ca-fl 
granted 


to 



so 
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recovery from a payment made on a bill or oth sr vouchor’ aettin? 
forth full particulars of the deduotiou, a receipt should be {^r.uited 
only if specially desired by the payor, but the hict of (he roeovary 
having bean made by deduction from the voucher should 

be clearly recorded on the reoeipt. 

1. Final acquittance for private eheipies an 1 drafts on loeil 
banks accepted under propir authority (vide u-l/iolo 70 of the 
Financial and. Account (Jode) f-hould not be given to the iriyer until 
they have been cleared. 

2. Before an officer signs ar-iceipt in Account form No, 2 for 
•ash actually received by him. he shoul I see thnl, tlio risceip!: of the 
money has been duly recorded in Ins cash book and in token of 
this check, the entry in the cash book should be initialled and 
dated at the same Lime. 

When the officer signing the receipt is in camp but the cash book 
is at his head-quarters, the counterfoil of tlie receipt book should be 
compared with iho entry iu the cash i)ook on the next occasion 
when he sees the cash book or when he returns i.o headupiartors 
whichever is earlier, the entry ijj the cash book being initialled and 
dated in the usual manner iu token of this check, 

3- The hojd clerk or cashier may, when specially authoris- 
ed to do so by the Divisional Officer or !Sub-divisional Officer, rmiive 
money at headquarters when the latter is in camp. In such (tases ho 
should promptly issue a temporary vec dpt in P.W.A, form No. }$ 
for the cTsh actually recedved by him and should Humiltanuously 
enter the amount in the cash ()ook. Formal reeeiptH in Account 
Form No. 2. in confirmation of the temporary receipts shouhl be 
issued signed duly by the divisioual or sub-divisional officer imme- 
diately on the latter’s return to head-quarlcrs. Before signing the 
formal receipt, the officer cmcerned should conifare il- with the 
amount of the counterfoil of the temporary receipl, and the curres- 
ponding entry in the cash book and he should initial the eouutorfoil 
cf the temporary receipt and the eiitry iu the cash book. 

NOTE- — Temporary reoolpfc books should not bo allowed to bo in tho onwtody o£ 
a head chirk or cashier beyond the minimum puritid ncoosaary and thoy 
abound bo kept in the porsonal custody u£ tho officer wlum ho in at head- < 
quarters. 

125 . Receipts in Account form No. 2 can be issued t>uly by 
Divisional Officers, Sub divisional officers or any other officers 
specially authorised by the Governmeue, and all persou.-s regularly 
or frequently receiving money on behalf of Government should 
keep a cash book in P, W, A, form No. I. 
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126; ’• When a section of ficer or 'Other Government servant "who 
is not in charge of a cash book collects departmental revenue on 
behalf of Government, he should not mix it up with the imprest 
or any other cash in his charge but pay or remit it at the earliest 
opportunity to the sub -divisional officer accompanied by a remittance 
slip or direct into a treasury, accompanied by a chalan in duplicate 
(vide article 83 of the Financial and Account code). The acknow* 
ledgment of the troisury (with an intimation of the full parti, 
culars of the rc'coipl including the date of realisation) should be 
forwarded iinmedialcly to the sub-divisional officer to enable him to 
make the necessary entries in his cash book. The record of the 
transaction will bo in the correspondence and not in the imprest 
accoui’t of the receiving officer. 

The sub-divisional ofliccr should, on receipt of the duplicate 
copy of the remittance slip along with cash or treasury receipt, fill 
in the two forms of memorandum of acknowledgment attached there- 
to, one intended to be the sub-divisioual oflficc copy and the other 
intended to be sent to the section ofl&cor, and send the latter forth- 
with to the section officer along with a permanent receipt for the 
amount received from him or remitted by him into the treasury. 
If the memorandum of acknowledgment and the permanent receipt 
arc not rcccix'od by the section officer within a week of his sending 
the cash or (.reusury receipt, he should forthwith report the fact in 
writing to the sub-divisioual officer by name and obtain them. 

Not®-—!' Tho ecotion oHicor or othoi Govornnaent servant who receives money 
on behalf of Government should promptly iaano to tho payer a temporary 
receipt in P* W. A* form Ho* 2* Thelanb divisional officer who jnain- 
taitiH a cash book and to whom tho money or treasury receipt therefor is 
sent should on receiving tho money (with remittance slip) or treasury 
rceeiijt make the neoosaary entry in the cash hook and issue to the payer 
a rec(dpt in account form Ho- ^ in coniinnation of the temporary receipt 
granted by the officer who collected the money- The nnmbor of the 
i(‘mp‘>rary n'ocipl* if any, isined with date and that of the permanent 
r(*c<'i!>t i-liould ho recorded in tho prescribed columns of tho cash book* 
Tho entries in the cash book in snoh cases should be initiallfid and dated 
by the sub divisional officer at tho same time- 
Hot®*- 2- If the headquarters of the section officer or other Government servant 
who reooivos money on beh.’ilf of Government are situated in or near a 
station whore there is a treasury, ho should remit the money into the 
treasury and send tho treasury receipt with other particulars to his 
superior officer who maintains a cash book- 
Noth*-*- Tho section officer or other Government servant receiving money should^ 
at the end of every months send to his superior officer in whose cash 
account the receipt will appear, full particulars (giving reference to 
remiitanoo slip or treasury ohalon and temporary receipt) of amounts 
collootod remitted by him during the month- Tho superior officer 
should personally verify tho items with reference to the entries in tbs 
®iiih book aud take prompt and efficient motion In regard to dissrspanoieB^ 
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if any. He should also verify iEiho imiuborn of th*^ Umporary roooipti 
and remittanoe slips relating to the transaction of a month in each Hfotion 
aro continuous. If not, ho should <nrpure iiiimrdietidy wliat the missing 
nambera perlain to and promptly l.ahc all ntUf'sHary turthor uodun When 
the transaotiuna aro nil, a nil aUtoinent shonld l>e Hunt. I f the HtateraoDt 
is not recoived on the diito» it will he the dtity of tho aupt*nui offioor to 
call for it. 

n. Disposal of Den'iply. 

127. Cash realised by the officers of th(5 dupartTmaii, should bo 
paid, as soon as possible, into the uiMinisl; tronsury, for credit 
as miscellaneous receipts of tlio de]Mr!,iH, nl. Should a llivisioual 
Officer or Sub Divisional Officer, ho'.u‘v<'r, require to make use of 
cash receipts temporarily fo’r current, oxpeiulitun^, he may do so 
instead of obtaining fresh cash by cheques ; but (let'oru t.ho end of 
the month he must send to the treasury a cheque for the amount 
thus realised, drawn in his own ‘favour and endorsed by himself, 
■with the words ‘received payment by trauhfer credit to the Public 
Works Department.’ 

This rule dojs not apply to roouipta mlUod by short paymaai on Wlli of 
other vouchers* 


D. PAXiJKN'iV 
1, Manner of Faymew, 

128. Officers authorised to draw cheques should, «,h far at 
possible, pay by cheques ; but sue also paragraph 1 1$. 

129. It is permissible to make paym-mN (u HupplicrH of storea 
by obtaining remittance transfer receipts from tlu! Divisional 
Treasury vide article 611 of the Financial and Account Code. 
Eemittances for such purposes of amounts less than Ks, 5 for 
which remittance transfer receipts cannot be issued by treasury 
officers, may be mada by aiichal money ordtir at the public expense. 
All payrnents in excess of B. Ks. 25 to be nwde outside the State, 
but within the Madras Presidency and all paynicuis in excess of 
B, Rs. 10.0 outside Madras Presidency should invuruildv be sm-anged 
for through the Accountant General. Paynumts outside In^ 
should be madethrough the Accountant Gmxcral ex(ej)i, rmniLtauecs 
n^^ exceeding & 1 (or the equivalent of that sum in any eitrreucy) 
which may be made by postal money order. Such i»!.iymen<h ivill 
be arranged for by the Accountant General thromrh the Imiierial 
Bank of India— tjtde articles 141 and 142 Travancore Financial 
^"qAccoqnt Code. 
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1’30. As a rule no cheque should be drawn until it is intended 
to be paid away and cheques drawn in favour of contractors and 
others should be made over to them by the disburser direct but 
the disburser may be assisted in making disbursements by a cashier 
appointed for the purpose- vide para 471 P. W. Department Code. 
The occasional delivery of cheques through a subordinate may be 
permitted at the discretion and on the responsibility of the disburser. 
In such cases, the subordinate should make no entry in any accounts 
which he keeps as a payment made by cheque should appear in the 
cash account of the disbursing oflScer who draws the cheque and 
the subordinate’s record will be in his correspondence. 

IJoTfl. It is a serious irregularity to draw cheques and deposit them in the caaii 
chest at the close o£ the year for the purpose of showing the full amount 
of graut as utilised. 

131. Payments due. to contractors may be made to financing 
Banks instead of direct to contractors provided that the department 
obtains (i) an authorisation from the contractor in the form of a 
legally valid document like a power of attorney or transfer deed 
conferring authority on the Bank to receive payment and (2) the 
contractor’s own acceptance of the correctness of the account made 
out as being due to him by Government or his signature on the bill 
or other claim preferred against Government, before settlement of 
the account of claim by payment to the Bank. While the receipt 
given by the Bank holding a power of attorney or transfer deed 
from the contractor constitutes a full and sufficient discharge for 
the payment, contractors should wherever possible, be induced to 
present their bills , duly receipted and discharged through their 
Bankers. 

Prohibitory Orders or Injunctions, 

132. When money due to a contractor or other creditors is 
attached by a prohibitory order of a court and is afterwards paid 
into that court, the receipt (to be prepared by the Public Works 
Department) signed by the court should show that the payment is 
on account of an attached debt and should set forth inter alia the 
name and capacity of the actual creditor to whom the money is due 
by the department, on what account it is due and the number and 
the date of the court’s order in-accordance with which the payment 
is made. * This receipt should he attached to the contract certi- 
ficate or other bill in which the particulars of the creditor’s claim 
are recorded and should be eufaced in red ink by a reference to that 
bill, the bill being correspondingly enfaced by a reference to the 
attached receipt of the Court, 
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II. Vouchers^ 

133. As a general rule, every payment including repayment o£ 
money previously lodged with Government for whatever purpose, 
must be supported by a voucher setting forth full and clear parti- 
culars of the claim. As far as possible, the particular forrn of 
voucher applicable to the case should be uscd.^ Sup])liers of Ktorcs 
and others should be encouraged to submit their bills and claims in 
proper departmental forms. But bills not prepared in such forms 
should not be rejected if they set forth the necessary dciaik of 
the claims. In such cases, the additional pnrticulurs required 
•should be added by the disbursing officer. 

When it is not possible to support a payiuc.in, by a voucher, a 
certificate of payment prepared in manuscript, signed by the dis- 
bursing officer and endorsed if necessary by his suiicrlor officer, 
should always be placed on record. Full particulars of the claims 
should invariably be set forth and where this ncct'ssilahs the 
use of a regular bill form, the certificate itself may be recorded 
thereon, 

' 134. Every voucher must bear a pay order sigiied or initittll«j<l 
and dated by the responsible disbursing officer. This order should 
specify the amount payable both in words and figures. 

Cashiers and others authorised to make payments on passed 
vouchers should make no payment without a projK^r pay order of 
the responsible disbursing officer recorded clearly in ink on the bill 
or other voucher. No payment should be made on a voucher or 
order unless it is signed by hand and in ink. 

135. Except as provided in para 131 every voucher should also 
bear, or have attached to it, an acknowledgment of the payment 
signed by the person by whom or in whose behalf the claim is put 
forward. This ackno-wledgment should always be taken at the time 
of the payment. 

CD If a disbursing officer antidpates any difficulty in obtain- 
ing from the person to whom money is due a receipt in the proper 
form, it is open to him to decline to hand him the cheque or cash 
or to make a remittance to him, as the case may be, until the 
acknowledgment of_ the payment with all necesKary particulars 
has been given by him. In all cases of payment by remittance, a 
note of the date and mode of remittance must he made on the bill 
or voucher at the time of remittance. In cases of remittance by 
postal or anchal money order, the purpose of the rcmfttance should 
be briefly stated in the acknowledgmeit portion thereof, uf/. note 
under rule 6 (m> appendix 19 of the Financial and Accomit Code. 
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. (2) In the case of articles received by value payable post or 
anchal, the value payable cover together with the invoice or bill 
showing the details of the items paid for may be accepted as a 
voucher. The disbursing officers should endorse a note on the 
cover to the effect that the payment was made through the post or 
anchal office and this will also cover charges for the postal or hundi 
commission, 

(3) A certified copy (marked duplicate) of a receipted 
voucher may be retained by the disbursing officer, should this be 
necessary to complete .the record of his office, but the payee should 
not be required to sign such a copy or give a duplicate acknowledg- 
ment of the payment. 

(4) When a bill submitted by a contractor /supplier for sup- 
plies made to Government is endorsed in favour of a Bank, payment 
may be made to the Bank only if the bill is receipted by the con- 
tractor/supplicr and endorsed in favour of the Bank. 

To ensure the genuineness of the contractor’s/suppher’a signa- 
ture in both (i) the receipt and (ii) the request to pay the amount 
to a Bank, the disbursing officer concerned should call for the 
specimen signature of the contractor or supplier or his agent who 
may be auth^orised to receive payment on his behalf, the signature 
in the case of an agent being also required to be attested by the 
contractor or supplier. The disbursing officer should satisfy him- 
self that the signature both on the receipt and on the request to 
pay the amount to the Bank is genuine, by comparing it with the 
specimen signature obtained separately before payment is actually 
made. 

136 . General instructions regarding the preparation and com- 
pletion of vouchers are given in Chapter V of the Financial and 
Account Code, The following supplementary instructions should 
also be observed : 

(a) When the payee signs in an Indian language he should be 
required to note the amount acknowledged in the Indian language 
in his own hand-writing. In transliterating his acknowledgment, 
the amount acknowledged as well as any remarks made by him 
should also be reproduced in English. 

(J) The disbursing officer is responsible that the full name 
of the work as given in the estimates (and other particulars specified 
in paragraph 262) or the head of account to which the charges 
admitted in a voucher are debitable, or to which the deductions or 
other credits shown in the Ind.ian language are creditable, is clearly 
indicated on it in the. ppace fprovided for the purpose or in some 
prominent position- - ■ ' * 
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137. When vouchers or accounts exhibit any expenditure from 
which revenue may prima facie be expected to accrue, as- £or 
instance, when payment appears in a bill for removing material 
from a building or other work, either dismantled or undergoing 
repairs or for clearing jungle or cutting trees in the compound of 
buildings or in canal banks, etc., the necessary information should 
be given in the account or voucher concerned as to how the old 
materials removed or the trees cut have been disposed of and, if 
sold, when the sale amount will be credited in the accounts. 

All vouchers for expenditure should, in such cases, invariably 
bear a note by the Divisional Officer/ Drawing Officer as to whether 
the timber, etc., has a saleable value and if so, by what approxi- 
mate date the value will be credited in the accounts after realisation 
by auction, etc. 

138. Bills received from firms for supply of stores should be 
dealt with in original and submitted to the Audit Office as 
vouchers . 


It. Remittance to Teeasueibs. 

; charge of a cash book should keep a book 

^ ^ u should enter all his remit- 

tances treasury as they are made— vide paragraphs 126 and 
127^ This book should accompany the cash. 

Worfa re^ipt atouH Book, to 

cheqnes are always eudorsed as prescribed to paragraph 12T. 

..a aul MkncnrW.rf by tbi IrellSr o«™° 

F , Cash Accounts. 

I. Cask Booh. 

4An A Cp-hetp. 

making disbursements out with 
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the treasury. Government servants entrusted with fixed imprests 
or tentporary advances should maintain and render accounts of their 
disbursements in imprest cash account P. W. A. form No. 2. 

141. The cash book is one of the most important account re- 
cords of the department. The detailed instructions prescribed for 
writing it up are given in the notes on P. W. A. form No. 1 
and disbursing officers are required to observe them strictly in 
practice. 

(b) Balancing. 

142. The cash book must be balanced on the date prescribed 
for closing the cash accounts of the month, but when the transac- 
tions are numerous, a weekly or even a daily balance is recommend- 
ed and it is advisable to count the cash whenever a balance is struck, 
or at convenient intervals, as this affords an independent check on 
the accuracy of the postings. The results of such intermediate 
counting should bo recorded in the form of a note in the body of 
the cash book icolumn 8) so as not to interfere with the up-to-date 
totals ; the actual balance of cash in the chest should invariably be 
stated in the note both in words and figures and the outstanding 
balance of imprests and temporary advances should be taken into 
consideration when certifying the accuracy of the cash chest 
balance. 

(c) B^ttification of Errors. 

143. An erasure of the entry once made in the cash book is 
strictly prohibited. If a mistake has been made and it is discovered 
before the copy of the cash book has been submitted to the Divi- 
sioual Office, the mistake should be corrected by scoring out 
the incorrect entry and inserting the correct one in r^d ink 
between the lines. The disbursing officer should initial every such 
correction and invariably date his initials. When the mistake is 
discovered too late for correction in this way, an intimation of the 
necessary correction should at once be sent to the Divisional Office 
accompanied by a proposed transfer entry, if necessary. Except as 
indicated above, no correction of any entry once made in his cash 
book should be made by a Sub Divisional Officer, unless authorised 
by the Divisional Officer to do so. 

The same principles should be observed in correcting errors 
noticed in.the Divisional cash book. If the accounts of the month 
have been closed, no corrections of errors in amount, classification, 
or name of work, should be made in that book. A suitable remark 
in red ink (quoting reference to the correction in accounts) should, 
however^ be recorded against the original erroneous entry. 
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(d) Verification, 

144. The disbursing officer is required to -check all the entries 
in his cash hookas soon as possible after the date of their occurrence 
and he should initial after the last entry chected. The cash book 
should be signed by him at the end of the month and such signature 
should be understood as fixing responsibility for all the entries of 
the month including the closing balance. 

(1) The following is the memorandum of someof the more 
important parts of the verification : — 

The disbursing officer should — 

(i) compare each entry of payment with the gross amount 
chargeable as shown in the connected vouchers, seeing at the same 
time, that it bears (1) a payment order recorded by himself or the 
Divisional Officer, and (2) the certificate of disbursement signed by 
himself or an authorised subordinate and ticking off each voucher 
as it is passed ; 

(ii) see whilst examining the postings of vouchers on the 
payment side, that all deductions shown in the vouchers other than 
deductions creditable to the head of account or work to which the 
payment relates, are posted as receipts on the receipt side of the 
cash book; 

(iii) verify the totalling of the cash book or have this done by 
some principal subordinate (other than the writer of the cash book) 
who should initial (and date) it as correct; and 

(iv) verify the total of the postings in the ‘Treasury’ column 
in the payment side by reference to the memoranda recorded by 
himself on the reverse of the counterfoils of cheques (vide note to 
paragraph 120.) 

\ 45. The actual balance of cash in each chest should be counted 
on the last working day of each mouth (i. e.) immediately after 
closing the cash account of the month under paragraph 142, but 
when this is not possible, the cash balance may be counted on the 
first working day of the following month before any disbursement 
is made on that date, A statement of the details of the actual 
balance should be prepared in P. W. A. form No. 5 and a certificate 
of the count of cash, specifying both in words and figures the 
actual cash balance (exclusive of imprest and temporary^ advance) 
should be recorded below the closing entries in the previous month’s 
cash book. This certificate should be signed by the disbursing 
officer who should invariably date his signature. 
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Should it not be possible for the disbursing officer, owing to 
hie absence, to noake the count on the dates prescribed in this 
paragraph, he should do so at the earliest opportunity, recording 
the reason for the delay on the cash balance report. 

146, Whenever on the contents of the cash chest being counted, 
the balance according to the cash book is found to be incorrect, it 
naust, unless the error can be detected and set 'right at once under 
paragraph 143, be rectified forthwith, by making the necessary receipt 
Or payment entry ‘to cash found surplus in chest’ under deposit or ‘by 
cash found deficient in chest’ under ‘Miscellaneous P, W. Advance’ 
as the case may be. The administrative action to be taken on the 
occurrence of a deficiency must depend on the natui’e of each case. 

Notk— "A ctual losaes of pash by theft or otherwise and irrecoverable peraooal 
advances in oasofl whore the persons to whom the advances were made are 
no longer in the service of Government are to be charged to Establishment 
sub head ‘Oontingonoios*’ 

II . Imprest Account. 

147* An imprest is a standing advance of a fixed sura of money 
gi%’'en to an individual to make certain classes of disbursements 
which may Ije entrusted to his charge by the Divisional Officer or 
the Sub Divisional Officers in accbrdance with such rules and 
subjeejt to such restrictions, as may be laid down by the Govern- 
ment, The amount of an imprest should not, however, exceed 
five hundred rupees in any case, without the special sanction of 
the Government. 

148- The imprest cash account form is printed so as to facilitate 
copies being taken by carbon process. The first sheet should be 
retained by the Imprest holder and the detachable sheet supported 
by the necessary voucher should be forwarded to the officer from 
whom the imprest is held, whenever the imprest holder finds it 
necessary to have the amount recouped, or. it is proposed to 
increase or decrease the amount of the imprest or to close the 
account altogether. The account must, in any case, be closed at 
the end of each month and rendered so as to reach the officer from 
.whom the imprest is held, in time to enable him to incorporate the 
accounts in his cash book before it is closed for the mouth on the 
date fixed for the purpose. 

149. The recouping officer should examine the imprest cash, 
account and the supporting vouchers, initial and date the vouchers 
in token of approval and by a formal pay order (vide paragraph 
184 ) recorded on the account, authorise the recoupment, enhance- 
ment, reduction or closing of the imprest, as the case may be. The 
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account should then be abstracted and incorporated in the cash 
book in the manner prescribed in notes on P. W, A. forms Nos. 1 
and 2. 

Note-^A Sub Divisional Offioer can authorise temporary reduction ami recoupment 
of the imprests held by the sub ordinates in hie sub divisioiii but the enhanoe- 
meut, permanent reduction or closing of the accounts must be sanctioned 
by the Divisional Ofifioer. 

Note 2— Should any item in an imprest account app(‘ar to the recouping officer to be 
open to objection> the imprest should nevertheless be recouped in 
full and the item under objootion should bo olftHsiUcfl under the head 
*miacellauoous Public Woike Advances’ for wMch under that account 
until either the objection is rcunoved or the amount is made good by 
the imprest-holder. 

150. The imprest-holder is responsible for the safe custody of 
imprest money and he must at all times be ready to produce the 
total amount of the imprest in vouchers or in cash, 

. III. Temporary Advance Account. 

151. When a disbursing officer makes a remittance to a sub- 
ordinate officer to enable him to make a number of specific petty 
payments on a muster roll or other voucher which has already been 
passed for payment, the amount remitted should be treated as a 
temporary advance and accounted for in the same way as an imprest. 
The aceount of a temporary advance should be closed as soou as 
possible. 

(1) This rule applies -also to cash taken out of the cash 
chest by the disbursing officer himself for making payments at a 
distance. 

(2) Sub-Divisional Officers may authorise ])aymont of 
passed nominal muster rolls up to a limit of Ks. 10 by section 
officers from their imprests. 

G, Cheque Books and Receipt Books. 

books required by Divisional and Sub-Divisional 
Utneers authorised to draw on treasuries and sub treasuries should 
be obtained by the Chief Engineer from the Accountant General 
and sent to the Superintendent, Workshops who distributes them' 
o he Dwisional and Sub- Divisional Cfficers. Receipt books in 
Account Form No. 2 are obtained by them from the General Stores 
and issued to the Sub- Divisional Cfficers and Section Cfficers — ^vide 
Articles 127 and 128 of the Financial and Account Code. 

153. Cheque books and receipt books should be carefully 
cammed immediately on receipt by the officer concerned 

o should count the number of forms contained in each and 
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pcord-a certificate o£ count on the fly leaf. In the case of books 
issued to the Sub Divisional Officers by the Divisional Officer, the 
ce”tificate of the latter on the fly leaf will not dispense with the 
examination of the books on their receipt by the former. The Sub- 
Divisional Officer should make a fresh count in such cases and 
record a certificate of count again on the fly leaf as soon as the 
books come into his hands. 

154. Counterfoils of used cheque books should be returned to 
.the pivisional Officer for record in his office but those of completed 
receipt books should be sent back to the Sub-Divisional Officer 
after their check in the Division Ofliice. The Sub-Divisional 
Officer ^should keep them in some safe or box the key of which re- 
mains in his personal custody. 
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CHAPTER VL 

Stores. 

A. Intboduotoey. 

155. The general administranon of all tha storo.s of a division 
is vested in the Pivislonal Officer on 'whom primarily devolves the 
duty of arranging, in accordance with the rules, for (i> the acqui- 
sition of stores, (ii) their custody and distribution according to the 
requirements of works, and (iii) their disposal. 

156. Government servants entrusted by the Divisional Officers 
with the care, use or consumption of stores, are n;sponsiblo for 
maintaining correct records and pn.-pariug correct returns in respect 
of the stores entrusted to them. 

157. All transactions of receipts and issues should be I’ecorded 
strictly in accordance with the rules in the order of occurrence and 
as soon as they take place- Fictitious stock adjustments arc strictly 
prohibited, such, for example, as (i) the debiting to work of the 
cost of materials not required or in excess of actual i-o(|uir(;mcnts, 
(ii) the debiting to a particular work for which funds arc available, 
of the value of materials intended to be utilised on another work 
for which no funds are available, (iii) the writing back of the value 
of materials used on a work to avoid excess outlay over appropri- 
ation etc. Any breach of this rule constituhis a serious Irrugulan’ty 
which will be brought prominently to the notice of the Government 
by the Accountant General. 

158. (a) The accounts of stores are based on the fundamental 
principles that the cost of their acquisition should be debited to the 
final head of account concerned or the particular work for whi h 
they are required, if either of these can be detenninud at once { 
otherwise it should be kept in a suspense account ponding clearance, 
as the materials are actually issued, by charge to specific heads of 
accounts or works. 

(b) In accordance with this general rule, the cost of the 
supply of all stores required as tools and plant for the general use 
of the division is debited at once to the minor head ‘tools and plant’ 
subordinate to the major head under which such charves of the 
division are classified ; and special items of tools and p£.nt which 
are required not for general purposes but for a siiecific work are 
charged oft to that work, gee also paragraph 4 of Appendix'll, 

Tools and plant held in the workshops and stores 
amsionare held as part of stock and are accounted for as such, ai 
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they afo intended for issue to other divisions and depai'tments. 
When so transferred the division receiving thein will deal with them 
as in the rules in para 202 et seq. 

(c) Similarly all road metal required for the maintenance 
of a road or section of a road is charged at once to the minor head 
“Repairs’’ (communications) agaiust'the estimate sanctioned for the 
collection of it and when road metal ii acquired specially for use 
in the construction of a road or other work, its cosc is debited to 
the estimate for such construction. 

(d) In the case of other materials when purchases are made 
for the requii'eiuoiit.s of works generally, the cost is accounted for 
under the saspe.iise head ‘Stock’ vide paragraph 494 of the Public 
Woi'ka Department Code. Materials purchased specially for a work 
are, however, charged to that work. 

159- The four classes of stores enumerated in paragraph 476 
of the Public Works Department Code thus fall into two distinct 
categories as shown below;- 

1. Stores charged to suspense 

(i) Stock 

2, Stores finally charged off 

(|ii) Tools and Plant 

(lii) Road metal 

uv) Materials charged to works 

160, A numerical or quantity account of receipts, issues and 
bakneos has to bo maintained for all stores, even though finally 
charged off, with a view to control the balances efixciently until the 
stores are finally disposed of either by consumption on works or 
otherwise. This quantity account has further to be reconciled 
periodically with the value accouuts except in the case of tools and 
plant and road metal. The rules la this chapter are framed on the 
principle that, as far as possible, the initial records of all stores, as 
also the returns of Sub-Divisions should take account of quantities 
only and that the value accounts should be maintained in the Division 
Omoe. 

NOTB. Acoouiilitif? of ooAltar, pitch and asphalt which are required for road sor- 
facing, for maintouanoo ostunales and for minor estimatoB for renewal will 
he oarrM out in the same -way as in the case of road metal, vide para 
15 B (o) of this Oode. 

B. STOCK 
I. General 

161‘ The "stock of a division is sometimes kept in a single go- 
down or yard in the charge of a store-keeper or other officer, qr 
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each Sab-Divisional Officer may have separate stock in^ his -charge 
either at his headquarters or scattered over the sub-division in the 
direct custody of subordinates or other sectional t)l£i<'er.'-. i!y.gaiu 
the stock although scattered over the entire division may be in the 
general charge of a single official and the Sub-Divisional Officers 
may merely indent upon him, he keeping all the acconnta. The 
rules prescribed below will apply whatever be the arrangement in 
force in the division. 

162 . Stock accounts should be maintained in the Sub-Divisional 
Office. A separate account should be kept in the division office of 
any stock which is directly under the charge of the Divisional 
Officer or .of an officer under him and not under the orders of a 
Sub-Divisional Officer. 

II. Quantity Account^ 

(a) Receipts. 

163 . Materials may be received on stock from the following 
sources : — 

(а) Suppliers 

(б) Other sub-divisions, divisions or •'’.■ip.u-tan.irls lin'-lnding 

P. W. Workshops) 

(c) Manufacturer 

(d) Works, buildings etc. 

1)1 all cases there should be proper authority for the receipt by 
the store-keeper or the section officer concerned of inaU'rialB to bo 
brought on stock. This authority should bo given in writing by 
the Divisional Officer or by the Sub-Divisioual Officer, if so autho- 
rised. 

164 . All materials received should be examined and counted or 
measured, as the case may be, when delivery is taken. The reconl 
of the debiiled account or measurement should be kept in the 
measurement book in the manner prescribed in paragraphs 268 and 
269 and the total number or quantity received should be simullau- 
eously entered in the register of stock receipts P. W. A. Form No. 8. 
Such acknowledgment as may have to be given to a supplier for 
stores received from him can be signed only by the Divisional or 
Sub-Divisional Officer. Any cerbificale that the store-keeper or 
section officer concerned may be called upon to record in respect of 
the receipt of stores for this or any other purpose {.vide paragraph 
17.)) should be given in the following form : — 

Keceived on and duly recorded in 

the register of stock receipts. 

See also page of Measurement Book No. 

Date 

(^Signature.) 
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In' Iho case of the general stores attached to the Workshops 
Division, the record of detailed count or measurement is made in 
Form No. 8 Register of Stock receipts with suitable modifications, 
A daily report of receipts one for each sub- section of stores should 
also be simultaneously prepared from which the quantity and value 
ledgers are subsequently posted. 

(b) Issws, 

165 . Materials may bo issued from stock for the following pur- 
poses ; — 

(a) For use on works either by issue to contractors or direct 
(Vide para 296) 

{h) For despatch to other sub-divisions, divisions or depart- 
ments. 

(c) For sale to contractors, employees, other persons or local 
bodies with the sanction of the authority competent 
to order such sale- - vide paragraph 603 and 624* P, 
W. Department Code- 

They should be issued only on receipt of an indent in P. W. 
A. Form No. 6 signed by the Divisional or Sub Divisional Oflficer. 

Noth 1* When oxamirung rogistera of stock, issues and works abstracta, Sub-Divi- 
Hional Oitlioors should 000 that in practioo this rule is observed strictly and 
they should deal suitably with inatanoes of unauthorisea and exoessiTO^ 
• issues to woHcb made by Sectional Ollicors without due cause. 

Notb 2* The term 'works’ inoludei nimmfaoturc operations, vide Note to para - 
gret>hl7U 

166 . Indents should he filled up carefully as all subsequent 
ncoounting dcqjeuds upon it. In the column ‘Hoad of Account’, 
bu«idcs entering the name of (he account head to which the issue of 
stores is chargeable, full names of divisions and offices to which 
stock is to be issxwd and of contractors, (tmployees, other persons or 
local bodies to whom it is authorised to be sold, 'should be added in 
all cases in which stores arc ordered to be issued otherwise than for 
the requirements of works within the division. The last column, 
headed ‘Name of work etc.’ should be filled in only when the stores 
are required for works within the division and in such cases the full 
niiinu of the work as given in the estimates should be entered as 
well as (ho name of the cor^tractor from whom the value is recovera- 
ble (vide paragraph 296). 

167 . When issuing materials from stock, the Store keeper or 
Section Officer should examine the indent (Form No. 6) and sign it 
in tdu) space provided for the jmrpose, after making suitable altera- 
tions (attested ih each case by his dated initials) in the description 
and quantities of materials, if he is unable to comply with the indent 
in full. He should then prepare and sign the form of invoice 
attached to the indent according to the supply actually made and 
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Bimultaneously make an entry in his register o£ stock issued, P , W • 
A. form No. 8. The indent should be returned at once to the 
indenting officer and the signature of the officer receiving the 
materials should be obtained, as soon as possible, on the invoice 
which should be treated as a voucher in support of the entry in the 
register. ^ 

(i) It should be seen that the acknowledgement of materials 
is signed either by the person to whom they are ordered to be 
delivered or despatched or by a duly authorised agtm'.. This pre-. 
caution is specially necessary in the case of issues to contractors and 
private persons whose acknowledgements should set forth all the 
particulars mentioned in paragraph 304. 

(ii) Rule 1 applies also to issues made to contractors by the 
Section Officer himself without the production of an indent signed 
by higher authority (vide paragraph 165). 

168 . When making entries in the register of stock issuof, the 
Store-keeper or Section Officer should pay particular attention to 
record in the columns headed ‘to whom issued’ and ‘head of accounts 
etc. the full particulars as given in the last two columns of the 
indent or as otherwise known to him. 

If the materials are issued for use on a work, the particidars 
required to be entered in the column ‘name of work etc.’ of Form^6 
(vide paragraph 166) should invariably be given in the column ‘to 
whom issued’. 

169 . As an exception to the general rule in paragraph 16 7, that 
all stock transactions shall be shown in the accounts as soon as they 
occur, issues of petty stores by a section officer direct to works 
(vide para 2&6 (ii) under his supervision may be shown in the 
accounts collectively once a month when closing the accounts of the 
month. 

(c) Monthly abstract of receipts and issues. 

170 . The receipt and issue transactions of the entire Sub-Divi- 
sion should be abstracted monthly in a single abstract of stock 
receipts (Form No. 9) and in a single abstract of stock issues (Form 
No. 10) These forms should be posted in the Sub-Division Office 
from the registers of stock receipts and stock issues, P- W. A. Form 
No. 8 , entries being made only in respect of quantities. 

(i) The several transactions of the month need nofbe entered 
severally in the abstract, it being sufficient to show as a- single 
transaction, the total receipts from each source or the total issues to 
each account or work. The quantities received (or issued) in each 
transaction should be noted in the lower part of the abstract, against 
the entry of the transaction, in separate columns for each distinct 
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article of stock, these columns being so written up as to group the 
article by the prescribed heads of stock. After all transactions of 
the month have been posted, the total receipts (or issues) of each 
article should bo computed and noted in the column headed ‘quanti- 
ties, in the upper part of the form. No entries need be made in 
the sub-division office in any of the money columns in either part of 
the form, as these will be filled up in the Division Office, vide 
paragraph 182. 

(ii) In posting column 1 of the abstracts, thofe receipts and 

issues of the month which represent transactions, the value of which 
is brought to account in the same month through the cash book or 
transfer entries, should be separated from transactions not so 
brouo-ht to account within the month (see paragraph 500.) ' 

(iii) It is left to the Sub-Divisional Officer to make the most 
suitable arrangements for collecting the information required to 
complete these abstracts. The registers of stock receipts and stock 
issues of subordinates stationed at the sub-division headquarters 
may be obtained in original and store-keepers and section officers at 
out stations may bo required to furnish copies of their registers. 
Care should be taken to reconcile all transfers of stock between 
subordinates of the same sub-division and reconciled transactions 
connected with such transfers within the sub-division should not 
appear in the abstracts of the sub-division, 

^ , (iv) The registers of stock receipts and stock issues maiu'i 
tained by section officers may, if necessary, be closed a little earlier 
than the date fixed for the closing of the sub-division accounts, (sea 
Buie 1 to paragraph 465.) 

171. When abstracting the transactions recorded in the registers 
of stock receipts and stock issues, care should be taken to^ observe 
strictly the prescribed accounts classification, vide Appendix I. It 
is not sufficient to enter the name of the major head affected ; but 
the minor and detailed heads should also be stated, as well as the 
additional particulars mentioned in paragraph 168. 

NOTJS Although ‘ manufaoturo ’ i* a sub-head of stock account, isatjes of stock to 
manufacture operations and raoeipta of out turn from mannfaotnre shonld 
ho aooounted for in the samo way as issnos to or from any.other distinot 
' head of aooouat and eaoh saanufactare operation ahonld be treated as • 

•uparato work, soo paragraph 68. 

172 The quantity accounts "of a particular month show all 
quantities received or issued in that month, but the corresponding 
cash, payment, ettsh recovery, or other adjustment may not always 
appeafdn the divisional accounts of the same month. To secure 
agifeemettt between the quantity and value accounts, receipts and 
issues, the value of which cannot be adjusted in the accounts of tha 
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month in which the actual transactions take place, should be ac- 
counted lor in the abstracts under suspense heads ‘ pixrchase ’ and 
‘ taiscella neons P. W. advances’ respectively, (see also rule (ii) 1o 
paragraph 170.) 

(d) yearly Balance Betum 

173 . (a) The total quantities of the receipts and issues of each 
article of stock, as recorded in the monthly abstracts, forms 9 ^ and 
10 should, before the abstracts are transmitted to the Divisional 
Officer, vide paragraph 468, be posted in the half yearly balance 
return, P. W. A. form No. 11 in the column provided for the' 
month- concerned, both under ‘ receipts ’ and * issues As soon as 
the receipts and issues of the last month of jthe half year arc posted, 
the closing balance should be worked out and entered both in 
column 21 -closing balance carried forward’ of the return for that 
half, uyear ‘and in column 6, ‘ balance brought forward ’ of the 
return for- the next half year, 

(b) A separate return in this form should be prepared for 
each of the half years ending Makararo and Rarkatagom embracing 
transactions up to the date on which the monthly accounts of the 
Bubrdivisioti; are closed. The return for each half year should 
eBubtiace al^'iarticles in stock. 

(c) Columns 22" and 23 of the form of the return are pro- 
vided so as to give the Sub-divisional and the Divisional officers an 
opportunity of commenting on the conditions of the stores dr on 
the- rates and of noticing cases in which the balances arc in excess 
of requiremetits. 

(e) Cerreetio^St 

174 . (a) Any errors that may be discovered in the montWy 
abstracts, before the accounts for the month are closed, may be set 
right .by the Sub-divisional or Divisional officer. Such corrections 
should be neatly by scoring out the incorrect figures or othm 
entries and writing the correct ones above them and they should be 
attested by dated iiiitisiJis. 

Notb* ,^ore-tfceepers and eeofcioa officers may aimilatly their respooti^e 

©£ reeeipta and iBSuea before eubmitting^thero to the Su b-Bivisional 
iilflaerfl. 

(b) Mistakes subsequently noticed should not be corrected 
except in accordance with a formal transfer entry or under in- 
tructiema received from the divisional office. 

(c) Erroneous entries noticed in a half yearly balance return 
which has not yet been submitted to the division, may be corrected 
by the Sub-Divisional officer,. only if the corresponding entries n 
the monthly abstracts concerned, or in the previous half yearly 
leturn, we correct or have been duly set right- 
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III. Value Accounts, 

(a) Payment for stnoJc received- 

175. B ills o£ suppliers should, bsfore payment, be examined 
and dealt ■with in the manner prescribed in paragraphs 263, 274. 
and 285. 

Special attention is invited to the rule in paragraph 281, the 
object of which is to prevent erroneous or double claims being put 
forward succesHl'ully. Store-keepers and section officers may, if de- 
sired, bo required to verify suppliers’ bills before payment (w’d'g 
para 164) but the disbursing officer is responsible that no payment 
IS made unless the precautions referred to above have been 
observed. 

176. Cash payment should not be made for stock received 
from other sonreos except in accordance "with the rules in 
Appendix 15 of the Financial and Account Code, When under 
those rules payment for supplies made by any department is made 
in cash, the claims of such department should be dealt with in the 
same way as tho.3e of suppliers. In other cases, the necessary ad- 
justment of the (!OBt, through the remittance or other head con- 
cerned, should bo made by the division office in accordance with the 
instructions in ch:i])tors VII and XV after obtaining a verification 
of the claim wliicli should not be certified without crossing off the 
connected measurement book entries with a suitable remark (vide 
paragraph 164.) 

(b) Beooveries for stock issued. 

(i) Issue rates- 

177. An issue rate is assigned to each new article as it is 
brought on stock- This rate is fixed on the principle that the cost 
to bs charged to works on which the materials have to be used 
should approximately equal the actual cost of the stores and that 
there may be no ultimate profit or loss in the stock accounts. It 
should provide, beyond the original price, for carriage and other 
incidental chargfes, if any, actually incurred on the acquisition of 
stores, such as ; — 

(i) the i)X})anditarc on work-charged establishment employed 

on handling and keeping the initial accounts, 

(ii) the expenditure on the custody of stock, 

(iii) the expenditure on the maintenance of the store go-down 

• or yards, and 

(ivl losses from depredation or wastage, 

(1) It is not necessary that the issue rate for an item should 
be the same in all sub-divisions ; but a uniform rate should ordin- 
arily be prescribod for all localities in a sub-division. 
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(2) The issue rates should be worked out to the nearest 
chackram, as far as possible. 

(3) In the case of the plant and machinery of the P. W. 
Workshops which are borne under stock, {vide cxc(‘])tion to para 158) 
the original book value shall include the original price fixed and the 
cost of carriage to the stores. This book value shall be depreciated 
annually b}”- the percentage fixed for ‘depreciation’ in conformity 
with the rule (viii) in paragraph 514 of the Public Works Depart- 
ment Code. 

An estimate for working expenses of plant and machinery in 
the Stores Division shall be sanctioned under stock and the not ex- 
penditure or receipt transferred at the end of the year to 36 Build- 
ings etc.. Tools and Plant or to the recedpt head ‘XXVII Buildings, 
etc. (e) Fines and Refunds and (m)— Miscellaneous’ as the net result is 
a loss or profit. The portion of the hiring charges realised shall be 
credited direct to the head XXVII- -(m). 

178. As purchases are made or contracts for the supply of 
materials are entered into, variations in cost should bo watched and 
if these are appreciable, issue rates ' may, and in important cases 
shall, at once be raised or lowered, as may bo necessary. Further, 
when closing the half yearly register of stock (para 188), all rates 
must be reviewed and r<ivised, if necessary, to briirg them within 
the market rates. 

179. If the issue rate of an article of stock is a^ijtreciably less 
than the market rate, the following precautions should be taken in 
addition to any restrictions on sales or on issues outside the division 
which the divisional officer may prescribe. 

(а) Issues to contractors in pursuance of paragraphs 802 and 
303 should be restricted to the bonafido requirements of the works. 
Excess issues to contractors and sales should be charged at the 
market rates. 

(б) Issues to other divisions and departments may be made 
at a rate higher than the issue rate. 

180. A storage rate is fixed annually for the P. W. Workshops 
on the basis of the actual storage charges incurred in the year pre- 
ceding the year which is previous to the year in question. This 
rule may with the sanction of Government be extended to any 
other stoves in which appreciable storage charges are incurred. 

(ii) Mode of Recovery, 

181- (a) The Sub-Divisional Officer or the Divisional Officer, as 
the case m,ay be, is responsible that the value of materials sold tc 
municipalities and other local funds and the public, and of issues 
Baade to contractors for private use, is recovered in cash at the ear- 
liest opportunity. 
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Salcr ftCGOunt in P. W. A. form ITo, 19 should be prepared 
in support of every such sale. 

(b) All adjustments of the value of stock issued except on 
sale should be made by the Divisional Officer as in the case of recei- 
pts, (vide paragraph 176.) The Sub- Divisional Officer, is, however, 
responsible for the clearance, from works accounts, of all outstand- 
ings against contractors on account of the recoverable value of 
materials issued to them by charge to works. 

* (fi) The 20 per cent, supervision charge should be realised 
in addition to the value of stock in all cases in which it is recoverable 
under paragraph 506 of the Public Works Department Code ; but 
the amounts recovered on this account should not be treated as re- 
ceipts on account of stock, but as revenue receipts or receipts on 
capital account, as the case may be. 

(o) Valuation of Quantity Accounts. 

182 . When received in the Division Office, the abstracts of re- 
ceipts and issues will be incomplete in respect of ( i ) the values of 
quantities shown as received and issued ( ii ) the calculation of the 
storage charges on the is, sues and ( iii ) cash or adjustment charges 
on account or manufacture operations, storage and incidental charges, 
such as those for carriage, loading and unloading of stock materials. 
They should now be completed in all these respects; {Vide rule 1 to 
paragraph. 170.) 

(1) The lower part of each abstract should first be taken up. 
In this part, quantities of the several articles received or issued in con- 
nection with each transaction have already been entered separately 
in the column provided for this purpose— rule (1) to paragraph 
170. 

These (luaniitics should now be valued by recording the 
amount of each just below it and the total value of each transaction 
should be shown in the first money column (third column of P. W. 
A. form No. 9 or sub column 1 or the second money column of 
P. W. A. form No. 10 as the case may be). In P. W. A. form No. lO, 
storage charges should be calculated on the book value entered in 
sub column 1 and shown in column 2 and a total of these two 
columns should be entered in the third money column against 
each transaction. Total should be struck in the 3rd money column 
‘Total,* separately for each head of account. The upper part of the 
form shoto^ be valued next. The total of the values entered agaihst 
csach article in the lower part should be shown in the column 

♦ NotJft 1 — Tho 20 per oont- charges referred to in (o) above should not be levied 
on stock materials issued to the works in items' (a)» t^) (o) of rule i 

0 < AppendinII ai aentage charges are separately letiabieon ahen». 
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headed ‘ amount ’ (separately fur each article) ii^fuinst that article, 
it beiiij? seen further in the case ofisauee that this total is t^ual to 
the rate for the article multiplied by the total quantity. Finally, 
the entries iu the last money column should be totalliul u]), both for 
each sub-head of stock and for the whole abstract. In P. W. A. 
form No. 10, the total of the second money column in the lower 
part should be shown against the lino ‘ tohif storagi! ’ in the upper 
part and grand total struck iu l.hat part. The gratid total should 
agree with the total of the 3rd money column ’ total ’ iu the lower 
part of the form. The cash and it'au.st'cr entry debits and credits 
to stock (wefe rule 2 to paragraph 170) should be agreed with the 
transactions pertaining to stock brought to account iu the cash book 
and the transfer entry book — (vide pai'agrapli 500.) 

(2) Receipts should be valued on the basis of the prices paid 
or payable as per bills or other claims. Extra charges when paid 
or adjusted, should bo posted as separate items without (luanlitios, 

(3) Issues should be valued at the issue rates fixed for the 
purpose — {vide paragraphs 177 to 170.) 

(4) All entries made iu the Division Oflico should be in 
red ink to distinguish from those made in the Sub-division Office. 

183. Carriage and other incidental chargtis should be debited to 
stock only when they are incurred in connection with the general 
stock requirements (see also paragra[)h 304). These charge;? should 
be adjusted against the particular sub-heads under which the item 
is classified or the sub-head stcu'age of (ho stock account according 
as the charges have boon incurred before or after tlio ;:c«piisi(,iuu and 
delivery of the stores at the go-downs. 

184. To cla.ssify and collect by objects of expenditure, the 
charges debited to stock from time to time, the same jmooidure 
should be observed as is adopted in respect of cxpi-uditui'o of works, 
that is works abstracts and registers of works should be maintained, 
(see also paragraph 494.) 

IV . Half -yearly .Usgistcr o/ Stock, 

185. An account should be maintained in the Division Office to 
record month by month, separately for each sub-division, the 
transactions relating to each item of stock. This account should 
be in P. W. A. form No. 12, Half yearly regi,s(er of slock, which 
is in three parts J 

Part I-— -The Register 
Part II — The summary 
Part III— The Review. 

186. Part 1 should as regards quantities be posted monthly 
from ihe sub-dividon ab- rracis, P. 'W. A. forms Nos. 9 and 10, and 
balance^ half yearly in the saffie manner as the sub-ffivision half 
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yearly balance returns, (vide paragraph 1730 The only values to be 
posted should ordinarily be the aggregate values of the total re- 
ceipts and issues for each sub^head, as recorded in the upper part 
of these abstracts. But if it is desired to maintain a value account 
of the receipts, issues or balances of any particular items, there is no 
objection to value being recotded, in red ink, immediately beldw 
any of the quantities. i 

The Register should be laid before the Divisional Officer within 
a week after the submission of the monthly accounts to the 
Accountant-General. 

187 - At the end of the half year, the closing balances of quanti- 
ties should be reconciled with those shown in the half yeAtly 
balance returns received from Sub- Divisional Officers (wtfe para- 
graph 469). The closing balances of the aggregate values of sub- 
heads should also be struck. Their reconciliation with the accounts 
will be effected through Part II, (mdis paragraph 189.) 

188 . The register should then be closed, the following instruc- 
tions being observed in respect of money columns 20 to 24 ! — 

(o) Market rates (column 24), This column should be filled 
up, in respect of each item, under the orders of the Divisional 
Officer by a person other than a ministerial subordinate. It should 
b6 vnitten up at or about the close of the half year but before aby 
entries are made iu the column for future issue rates. 

(h) Current issue rates (column 20). This column should have 
been filled up at the commencement of the half year in respect of 
items brought forward from the previous half year, and subsequen- 
tly, from time to time in respect of new items and items .'the rates 
or which are revised during the half year. 

(c) Value of current is4ue rates (column 21). This 
should be written up at the close of the half year and should re- 
present the value of the closing balance at the issue rates cuirant 
during the last month of the half year. 

«?) Future issue rates (column 22). This column should 
show the rate for issues during the following half year which 
should be fixed, separately for each item, in accordance with the 
principles laid down in paragraph 177 but should in no case be in 
excess of the market rate. When opening the register for the 
following half year, the rates as shown in this column should be 
transcribed into the column for current issue rates of that register. 

(c) (Value at future issue rates (column 23.) This column 
should show against each item the, value of the closing balance, at 
the future issue rate. The entries' in this column should be 
led by Bub;:;head6 of stock for each sub-division, and to or from 
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total should be added or deducted as the case may be, amounts 
which have been debited to stock in advance o£ the actual receipt of 
stores and other debits or credits which are awaiting adiustmont 
under the sub-head concerned for known reasons (to be recorded.) 
If the resultant figure does not agree with the corresponding book 
balance ; as brought out in column 19 {vid 0 para 187) an adjusting 
entry(plus or minus representing respectively the deficit or surplus 
due solely to the revision of rates) should be made and a further 
total struck which should agree with the book balance. 

189. Part II. Summary, is intended to servo two purposes » 

(i) to prove the value 'balances brought in column 19 of 
Part I (vide paragraph 187) and consequently the amounts of the 
surpluses and deficits requiring adjustment in consequence of the 
revision I rates, and 

(ii) to abstract the vahie balances so as to bring out by 
sub heads of stock for the entire division, the aggregate value at 
current issue rates side by side with the balances as shown in the 
accounts. 

190’. When Part II is completed, the Divisional Accountant 
should write up his report in Part III and submit it to the Divi- 
sional Officer who will then review the register of stock and record 
his remarks and orders in Part III. 

(1) This review should be directed to see sixicuilly that 
stores are priced in accordance with the rules, that atocta ore taken 
periodically by responsible officers, and that stocks of individual 
items are regulated on a consideration of actual requirements of the 
near future and with due regard to the average consumption of the 
past and to the prevailing market conditions. The object to secure 
is that the stock on the register shall consist only of efficient and 
necessary articles priced within the rates at which they could be 
purchased at the time. 

V, Ledger, 

l91. The maintenance of a continuous ledget fot each article of 
ttock is not necessary. It is permissible, however, to uso lo<^ 3 e 
Cafd or leaf ledgers, in suitable form, in cases, e. g , those of electrical 
stores where the number of articles handled is large and frequency 
of transactions renders it desirable to maintain, in respect of eada 
article, a day to day record of the quantities received and issued 
presenting the resultant balance after each transaction. Where 

this syat^na is adopted, the following instructions should be observ- 
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■ ■ (a) The card or leaf ledgers should be written up in respect 
of quantities only but, if values are entered therein for any purpose, 
they will not be recognised for purposes of accounts. 

(6) They should not replace the register of stock P. W, A. 
form No. 12 but should on the other hand be reconciled therewith 
at convenient intervals. 

(c) If the maintenance of the registers of stock receipts and 
stock issues (form No. 8) is considered unnecessary, they may be 
dispensed with, provi(3.ed that suitable arrangements are made for 
the abstracts of stock receipts and stock issues to be written up as 
transactions take place either by a responsible official or on the 
authority of written reports signed by such an official and support- 
ed by necessary vouchers. 

(d) The ledgers, if necessary, may be kept in a convenient 
position in the store go-down, but they should be kept locked, the 
keys being in the custody of the persons responsible for making 
entries therein. 

192, A peripatetic staff of two clerks working under the contml 
of the Accountant-General shall go about from stores to stores aud 
check the account balance. 


193. The audit shall be closely followed by a physical verifica- 
tion of stores bv a *tecbnically qualified officer not below the rank 
of a Supervisor (Rs. 100-150 grade). He should work under the 
control of the Accountant- Geneitil. The verification will be done 
half yearly. 

F/. Siock taking. 


194. The results of all verifications of stock {vide paragraph 
495 P. W. Department Code) should be reported to the Divisional 
Officer for orders ; but as soon as a discrepancy is noticed, the book 
balance must be set right by the verifying officer, treating a' surplus 
as a receipt and a deficit as an issue with a suitable remark. 

195. {a) The value of stores found surplus should be credited 
at once as a revenue receipt or a receipt on capital account, aa the 


case may be. 

(b) The value of the deficit should, however, not ba charged 
off finallv, but kept under ‘miscellaneoua P. W. Advances’ pending 
recovery -or adjustment under orders of competent authority. 
Wlien the loss is declared to be irrecoverable and its write off 
ordered, a transfer entry should be prepared closing the head 
‘miscellaneous P, W. Advances’ by debit to. 


(i) the work* for which the itores were epeoially collected if the account* 
^ tlioreof are atill o|)en» or 
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fiil the general head ‘ loaseaon atook ’ under one or more major hcada, ai may be 
' ^ ^deoided ky competent authority, on a oonaideration of the objects f Of 
which the stores were slocked. 

196. Tbe rule in paragraph 496 of the Public Works Depart- 
ment Code requires that the stock-taking of a sub-division may _ go 
on gradually throughout the year. The stocks of an article in a 
sub-division may, however, be scattered, and it may, therefore, not 
be possible in such a case to test the aggregate book balance of any 
article for the sub-division, by an actual verifreation of all tbe stocks 
of it at the same time. Where such conditions prevail the following 
expedients may be adopted. 

(a) Section officers may be required to maintain quantity ac- 
counts of receipts, issues and balances (in a form similar to tlu' half- 
yearly balance return) of stock materials in their charmi. Those ac- 
counts should be posted monthly from the registers of stock receipts 
and stock issues before the latter are submitted to the Sub-divisional 
Officer. 

(b) These accounts should bo submitted to the Hub-division 
office at the close of each half year for record after reconciliation 
with the half yearly balance return of the sub-division, 

(c) As far as possible, the various stocks, in charge of a sec- 
tion officer, of each article, should be verified at or about the same 
tinoe, so that the difference batween the section book balance and the 
actual balance may at once be known. This difforenm should be 
adjusted in the manner prescribed in j»ragraph 194 without wait- 
ing for the results of verification of stocks in other sections. 

(1) Before the adjustment of a difference is accepted fina ly 
by the Sub-Divisional Officer, he should test the correetness of the 
Section officer’s book balance by reference to the records of his own 
office. 

(2) The Section officers should be required a(, the time of 
the stock-taking to bring to account all issues to works made since 
the closing of the previous month’s accounts. 

197 . In the cases of special stores, depots, or divisions or of 
construction divisions, where there may be large concentration of 
stores, their physical verification should be done by the executive 
authorities in such detail as may be decided by (Sovernment in con- 
sultation with the Accountant-Greneral. 

VII. RectiTication of accounts. 

198 . Clerical errors in value accounts should be dealt Vith ge- 

nerally under paragraph 143 (see also paragraph 174). Corrections 
of errors discovered after closing the accounts of the naonth, should 
when permissible, be made (i) by making entries of values (without 
quantities) in the stock accounts of the current month when no 
change is to be made in the head of account affected, and (li) by 
preparing transfer entries in other cases, ^ 
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199-. Other corrections in stock accounts may be necessary in tbs 
following cases ; 

(i) When quantities are found surplus or short, either as the 
result of stock taking, or otherwise, vide paragraphs 495, 600 and 
501 of the Public Works Department Code. 

(ii) When issue rates have to be raised or lowered, vide 
paragraph 178, 

(iii) When stores of any description become unserviceable 
(vtdg paragraph 507 of the Public Works Department Code) and 
have to be removed from stock. 

200 . These corrections should be effected in the following 
manner : — 

(u) Both in quantity and value accounts all additions to 
quantities should be treated as receipts, and reductions tlierein as 
issues, a suitable remark being odade in the entries in forms 8, 9 and 
and lO (see also paragraph 194 and 19.5). These entries must be 
made as soon as the differences in quantities come to notice, but in 
the case of materials to be declared unserviceable, no adjustment 
should be made until receipt of orders from competent authority 
which should be obtained on a ^ur^'■ey report in P. W. A. form 
No. 18, 

(5) Alterations in rates made when closing the register of 
stock should be carried out as indicated in paragraph 188 d. Those 
ma(ie on other occasions should be noted at once in parti of the re- 
gister of stock by making a fresh entry (with the mmth of change) 
in column 20. The resultant rectification of the value of the stock 
balance should, in all cases, be made only when the register of stock 
is closed, paragraph 188 e. The adjusting entries referred to 
in that paragraph should, however, he cleared on receipt of orders 
of competent authority, this clearance being effected by making 
suitable value entries, without any quantities, in the abstracts of re- 
ceipts and issues, forms 9 and 11) as the case may be, the values be- 
ing classified in accordance with the principle enunciated in para- 
graph 195. 

201 . No correction will bo made in the accounts in respect of 
stores declared to be in excess of requirements, vide paragraph 49 b 
of the Public Works Department Code. Such sto.es will continue 
to be borne in the stock account until transferred elsewhere or 
otherwise disposed of in the ordinary course. 

C. Tools and Plant. 

1, General. 

202 . The tools and plant of a division are of two kinds i 

(a) (General or ordinary tools and plant, j . e. those required 
for*the general use of the division. 

(5) Special tools and plant t- e. those required not for 
general purposes, but for a specific work. 
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The cost o£ the supply, repairs and carriaf/o of Articles 
of class (a) is charged to the minor head ‘ tools and plant % whereas 
similar charges of class (b) are borne ))y the wc^rk eoiieeriiod. In 
both oases, estimates for the purchase of fools and plaih, should bo 
prepared and sanctioned and the ' ■ •; incurred ugaiimt san- 

ctioned estimates in the same way as evp 'vdiirre on works. See 
paragraphs 602, 624 and 641 of the Dcpiirtment Code as regards 
powers of sanction. 

Norg. — See exception nnSor pa’-apiraph 158 b and rule (3) luvlop parnfri'aph 177 of 
this Code, xvith regard to tools and plant in the workhhojiand store 
Division. 


203 . Kumerioal accounts of articles of both classes should be 
kept in accordance with the following rulc..«, a .^(‘ptiraic a(^t of ac- 
counts being maintained in each sub-dii^isiou and one in the 
division office. 

(ll The rules relating to numerical iimmnis of tools and 
plant apply also to imperi.shable articles e. g. lyniMM ;'<M ftindtiire 
of rest houses and camp sheds and Government houseg, surgical in- 
struments and hospital furniture etc, of special P. \V. 1). .lis])r.is;irics 
whether acquired by charge to heads of account otlmr than ‘ tools 
and plant, or received free of cost. 


Nora.— The Bub-division roturoa in P. W. 4- for-iia l3 and Hand of the 

monthly aeconuts of roooipts an<l twstiofi of tooIrao4 

plant Bhonl<l bo oarofally filed in the divinion uftm ufter 

audit, vide para 2X0. 


204 . The accounts of tool.s and plant i.sstKid for use by sub- 
ordinates of the sub-division, or temporarily lent to C(!n! rnci.it-.s, aa 
well as those articles lent to local bodies and ollua’s under compe- 
tent authority, should be^ specially r<!vlewc.d ])crio<Iically and it 
should be seen that the articles are returned witlnni'. uioicc.^ary 
delay and in good condition. ^ 

This paragraph also applies to tools and pknf sent out 
tor repairs. 


11. Numerical Accountf. 

(a) Receipts. 

205 . All articles received should be examined and counted when 
delivery IS taken and the transaction should }«? posital in the Ac- 
count of Receipt of tools and plant, form No. 13, Such ticknow- 
ledgment as may have to be given to the person from whom the 

be signed only by the Divi-iun-.il or Sub- 
Liivisional Officer. An acknowledgment should invariably be 
given when articles lent are received back. 
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(1) Tae record of the detailed account should, in the case of pur- 
chases froir* suppliers, be kept in the measurement book in the 
manner prescrl’ -erl ir. paragraphs 268 and 269. 

(2) Thu entries in form No. 13 in respect of the receipt back of 
articles lent or sent out (^mde paragraph 204) should be made in red 
ink, with a reference to the original entries in the Account of issues 
of tools and plant. 

(&) Issues. 

206. A 11 transanctions of issues (including those of articles re- 
ferred to in paragraph 204) should be posted in the Account of 
Issues of tools and plant, P. W. A- form No. 14. Except in the 
case of cash sales, unstamped but dated acknowledgments must be 
obtained in support of all issues and in the case of tools etc., lent to 
contractors, such acknowledgments should further set forth the 
valuation of the articles lent as determined by the Sub-Divisional 
Officer, see also rule (1) to paragraph 167. 

(Ifutries of articles referred to in paragraph 204 should be 
made in rod ink). 

(r) Register of tools and plant. 

207. A consolidated account of receipts, issues and balances of 
tools and plant should be maintaiiiod in the sub- division office in 
P, W. A. form No.] 5-Tlegister of tools and plant. This account 
fihbuld be for the twelve months ending Elakarom, ( i. it 
should embrace transactions up to the date on which the accounts 
of the month are closed). It should be kept in three parts ; 

Part I, For articles in hand. 

Part II. For articles temporarily lent or sent out 
vide paragraph 204. 

Part III. For shortage aavaiting adjustment. 

In part I, articles should be grouped under the prescribed sub- 
heads} which are 

(i) Scientific instruments and drawing materials, 

(ii) Plant and machinery, 

(iii) Tools, 

(h) Navigation plant, 

(v) Camp equipage, 

(vi) Live-stock, and 

.(vii) Office furniture. 

In part IT, the entries should be made in a iitpaiate section for 
each contraqtor or other person to whom the articles are lent or 
sent out for repairs etc. Part III is brought into use only if any 
shortages come to notice and the instructions relating to it are given 
in paragraph. 219. 
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208. Parts I and II of the rojiister sliou'd be posted thup : — 

(a) The accounts of receipts and issuop, P. W. A. Conns 13 
and 14 should first bo Lotidled up luoiithly whiui closing the 
accounts of the month. 

(b) The total receipUi and is, sues of eadi article thus arrived 
at should be posted in Part 1 of tiro register, form No. 15 in the 
columns for receipts and issues rospoetivoly. 

(c) Each separate transaction connected with articles lent 
or sent out (vide panigraph 204) should furChor be })obU‘( 1 in partH 
in the section reserved for th.) contractor or person concerned, arti- 
cles lent etc., being shown under ‘debits’ and those received back 
under'' credits’. 

209. As soon as tile transact ions for the month of Makarora 
have been posted, the account sliould be closed and balanced and 
the closing balances should be carried forward t,o the next }'ear’8 
return. 

210. 6M' in Division Ofner, Tin, nnmtlily aceouut of receipts 
and issues of tools and plant in founs i3 and M reeeived from 
the Sub-Divisional Officers should be chcckecl in the Division Office 
so as to see that all tools and plant purchased or Iraitsferrcd from 
other divisions or sub-divisions liave b.^m bi-ougUt on to form 
No. 13 and that all Issues of tools and phnt are supported by ■re- 
ceipts of the parties concerned and (hat, in tJie ease, of transl'cra they 
have been brought on to the account of recei])t8 in form No. 13 of 
the sub-divisions concerned , The annual ret, urns of the sub-divisions 
in form No. 15, Register of cools and plant, should also l)e cheeked 
with the- monthly returns in forms 13 and 14 before submission to 
the Accountant Greneral. 

in. Payment for supplies. 

211. Payment for tools and plant rocoivod from su[)j»!icrs and 
other sources should be made generally in the maniu!r pre.-icribed 
for stock receipts in paragraphs 175 and 176. 

IV, Recoveries. 

(a) For me of tools and plant. 

212. The procedure to be observed in charging the coat of tools 
and plant in the accounts of a division and in making adjuatmeuts 
on account of cost of tools and plant used on works executed on 
behalf of other divisions, departments etc., and on certain works of 
the division itself, is describL.d in Appendix II. When tools and 
plant are lent to local bodies, contractors or others, vide paragraph 
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204, the hire and other charges due should be recovered regularly in 
accordance with the rules in para 514 of the Public Works Depart- 
ment Code. 

Note : i’o avoid disputes about the levy of hire charges on particular aitiolea 
lent by Govortimont, contracts should invariably specify in their agree- 
ments what tools aud plant, if any, are to be supplied free of charae to 
the oontraotor. .® 

(b) For sales and transfers. 

. 213 . The Sub-Divisional Officer is responsible that when tools 

aud plant are disposed of by sale or otherwise, with the sanction of 
competent authority, the amount recoverable from the parties con- 
cerned is realised at the earliest opportunity. If the amount is not 
received within the month in which the articles are delivered it 
should be charged to miscellaneous P. W. Advances as a Lie 
transaction, by the issue of a transfer entry. 

(1) A sale account in form No. 19 should be prepared in 
support of every transaction, 

214. When tools and plant ar,e transferred to other divisions or 
departments, the Sub-Divisional Officer should note in form No. 14 
in red ink just below the entries of quantities, the values thereof if 
recoverable under the rules in chapter XV. The necessary adjust- 
ment will be effected by the division office. 

21$. The foregoing rules will ap^dy equally to special tools and 
plant the cost of which was charged to a work or project. 

(1) On the completion of a work or project on which specid 
tools and plant were used or when t-haeo tools ajid plant are no 
longer rocpiired for 11 = 51 ! thereon, Iho Divisional Officers may transfer 
them, if in efficient condition, to another work or project in the 
same division or in any other division where they may be required 
for immediate use after suitable valuation in consultation, if neces- 
sary, with the Superintendent, Workshop and Stores Division 
crediting the values thus determined to the work from which they 
are transferred by debit to the new work. 

(2) A list of such tools and plant whether originally purchased 
.from tlie Workshop and Stores Division or from any other source 

should, when not required for immediate use on any other work or 
project in the same division or any other division, be circulated by 
the'Esecative Engineer concerned to all other Executive Engineer 
requesting them to report if any of the plant in the list is liLly to 
be required for any work or project in their divisions in the near 
future. Such of the plant as could be used on any works or pro- 
jects in the near future should be transferred to the Public Works 
stores, with the information regarding the works for which they 
have to be reserved for and the probable ,date when thev will ^ 
required for the works. 
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(3) The Workshop and Stores divish^n should not tuKe into its 
stock articles ol special tools and ))lunt utiicss ii. is known that they 
are likely to be required for use a-i, in ihiMic.ir fumre. Even 

in the case of ordinary plant olfercd by any divi.^ion to ilu; Public 
Workshop and Stores, such as pumps, rollers, port: bk; eiij,dnoH and 
all other articles that arc in common and regular use in l.he dc])art- 
ment, the Superintendent shall have the option of tukinp; thorn over 
to the stores stock or not, according to the stoede existing at the 
time of the offer in the stores. 

Note ;— !• It is not pernnsBiblM to wiiioluo.l; tho Otml of npU'ial tools plaut 
in autioipation of tlui possibility of tho urliob'S biong otiitHod on ani'thcr 
work or project at sfiino clistanl dato. 

Note No articles oau bn rtTncvnd fmm ilin nmu on tho plea 

that the aoaoniits of Uio work fo wliioh ih« ed'Htof tin* artiolos wa« ohar* 
god have boon olosod. unti' timy are aoUmlly transfi-rmd or until owing 1K> 
thoir haring bcoojue aijiS‘tvlcnab*n, write lifl ban b moi HanotionrHb 

216 . Tools and plant which the Suf)crintundonl, Worksho]) and 
Stores Division, proposes to take nv^!r1rom a division to t he stores 
stock under paragraph 215 shall be valiu'd by him by taking into 
consideration the life, the (hen actual <'ondition of thc! plant and the 
then prevailing market price for a new plant of tht) kind and the 
charges (to be estimated) that may have to be incurred on ovor- 
haulage and repairs to the plant, an<l credit given to the extent of 
the Value so arrived at to the work >'i'n'‘-.in' d by the Stores Divi- 
sion. In this case, the cost of > ...h ami all repairs to the 

plant and replacements should b.) iKirni! by ilie St(n'e^ dM ion but 
the freight charges to the Stores Division Office should b(- borne by 
the work from which the plant is transEorre.d- 

I£ any plant is considered unscrviecsibkq it shall be condonnied 
and the sanction of the competent audiority obluinod on a survey 
report for its disposal cither by auction as a whole at the place at 
which it is kept or by breaking it up for Its .C'Uij^.ki 'id materials to 
be transferred to the stock of the S fores D'.dd, ., Trivandrum, as 
scrap cast iron or gun metal etc., for rcmclting, credit of the amount 
of the sale or valuation of the scrap, as the case may bo. being afford* 
ed to the Work to which the value of the plant stands charged. . 

If any pknt, although sorvicotiblc, is not rcciuired for im* 
mediate use on any other work in any division or is not taken over 
by the Stores Division, it shall be sold with the sane fioh of the t»m^ 
potent authority either by public auction at the place at which it is 
kept or by calling for sealed tenders or by any other me;u)K consi- 
dered desirable by the sanctioning authority. 
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V, Verification, 

217. The rule in paragraph 194 regarding verification of etock 
applies also to tools and plant, with the exception that when any 
articles are^ found deficient the note of the deficieney should be made 
in red ink in ihe account of issues, form No. 14 without making 
any entries in the quantity columns, so that the article may continue 
to be borne on (ho accounts of tools and plant, until the loss is 
adjusted by recovery or a sanctioned write off, (see also paragraph 
2X9). 

* VI. Rectlflcatioa of Accounts. 

;218. Clerical errors in the numerical accounts should be dealt 
with in the manner prescribed in par.agrapb 174 for stock accounts 
except that no transfer entries will be necessary, 

219- Discrepancies in quantities and losses should be dealt with 
as under : — 

(a) When they are noticed, action should be taken as indi- 
cited in paragraph 217, losses being treated as deficiencies. 

(/>) When writing up the register, (form No. 15) the de- 
ficiencies should be registered in part III under ‘debits’ and their 
clearance should be watched. Articles found surplus will be treated 
as receipts in Part I and will therefore require no further action. 

(c) If the deficiencies are made good in kind, the receipt or 
recovery should be shown in the accounts of receipts, form No. 15, 
without making any entry in the quantity columns and, when post- 
ing tha account in the register*, form No. 15, the articles received 
should not be entered in Part I, but taken (with a suitable remark) 
direct to part III under ‘credits’, in clearance of the debit outstand- 
ing therein. 

(d) If the deficiencies are made good by recovery of their 
cost or their write off is sanctioned, the articles should be shown, as 
issued, in the account of issues, form No. 14, with suitable re- 
marks, and wdnn this entry is transcribed into the register, form 
No. 15, it should not only be entered in part L in the ordinary way, 
but also entered with a suifeible remark in part III, as in case (c), 
thus clearing debits outstanding therein. 

The authority to write off should be ob^'ained on survey report 
in form No. IS- 

D. Eoad Metal, 

1. Quantity Accounts. 

220. Supplies of road metal should be measured and paid for in 
the same way us ’supplies of other materials for works, vide chapter 
IX. But as metal is often kept in store at the road side before 
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being laid down, a quantity account of it should bo maintained in 
the sub-division office in form P. W. A. No. 16 ‘Statement of ln;ceipta, 
issues and balance of road metal’, copies on loose shwls being sub. 
mitted monthly to the Divisional Officer within a fortnight of the 

submission of the monthly aecoui Its , . , 

(1) The authority to write oft shoaM be obtained on a sur- 
vey report in form No, 18 . 

(2) This statement should show, nnle by nnlo, the receipt, 
disposal and balances of road metal of each kind (sioae, gravel, sand 
etc.) The balance of metal in each mile should be shown, whether ■ 
there are any transactions on it during the month or not, 

(3) The statement should also show the total metal received 
and issued on each mile of the road at the end of the ai'count for 
any road or section of a road ; an abstract should be worked out to 
show the receipts and issues according to estimates for the purpose 
of check with the works accounts, llcference should also ^ given 
in the abstract, to the measurement books showing (he receipt of 
metal and to paid vouchers showing labour charges ftjr spiaauling 
the same- The total balance as per this abstract should agree with 
the total balance of the statement.- 

jjfQ-jij; Surfaoinpj materials, such as coaltar, pitch, ftwph&lt, and itroprintary rnikd 
surfacing ttocked for maiutnnauoo oatiuuteBand for «niuor oatiiuatos for 
renewals at the roailaide will bo aocouutotl for iu the samo way and at the 
siEQ'^ time as road metal and will altto hu cutorod in tho road luolal roturn, 
(see note to paragraph 160*) ^ 

221 , Unused balanco.s of road met, til should be verHied at ka.st 
once a year in the manner prc.scribcd in paragraphs 41)5 and 40(5 of 
the Public Works Department Code and wiieuever this vcriiicatiou 
is made, a report of verification of the road metrd should bo pre- 
pared by tbe Sub-divisional officer, showing; the bulances as per 
account in form No. 16 and actual verified balances, with explana- 
tions for discrepancies and recommendations as to iheir a^lju^tmoMi. 
A similar verification should be made whenever the officer respon- 
sible for the balance of road metal is transferred. 

IL Rectification of Accounts. 

222 . Metal found surplus, as the result of check measurement 
or otherwise, should at once be brought on to the (quantity accounts.. 
Deficits should not, however, be removed from the quantity 
accounts until recovery of their value or receipt of sanction to write 
off ; but a red ink remark should be recorded at. once and 
carried forward, from month to month, until the discrepauev is set 
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III. Schedule of Rates. 

223 . A rate book or schedule of rates, showing the lowest rate 
at which metal can. be supplied to the roadside throughout the 
division should be kept in the division oflfice in P. W. A. form 
No- 17 with such modifications as may be considered necessary to 
suit local conditions. The rates should be revised, from time to 
time, as old quarries are exhausted or new ones opened or as other 
circumstances affect the rates, paragraph 218 of the Department 
Code. 

. IV. CharsM of Qutrrios. 

224. When land is acquired for extracting mad metal primarily 
intended for, 

(i) the maintenance of an existing road, or 

(ii) the construction of a new road or the raising in class of 
an existing road, 

the following principles of accounting should be followed in adjust- 
ing the charges connected with the land and quarries j 

(а) When the charges do not exceed Rs. 500, the amount 
should be debited direct to ‘ repairs ’ or to ‘ original works ’ accord- 
ing as the quarry is intended to serve the purpose specified in 
clause (i) or (ii) above. 

(б) When the charges exceed Rs. 500 and the road metal 
is required to maintain an existing road or roads for a series of 
years, the total initial outlay should be debited to the sub-head 
‘ land, kilns, etc.’ of the stock account, and this sub-head should be 
gradually relieved, by debit to the collection estimates of each year, 
in the manner prescribed in paragraph S74 for similar charges 
connected with manufacture operations- 

(c) When the charges exceed Rs. 500 and the road metal ia 
required for the purpose specified in clause (ii) above, the Divisional 
officer should charge direct to the origmal work concerned, such 

J ortion of the cost as is proper. The balance, if any, should be 
ebited to the sub-head ‘land, kilns, etc.’ of the stock account, and 
this sub-head should eventually be cleared by debit to ‘ repairs ’ in 
the manner described in paragraph 874 5. 

E. Mateeials charged 10 Works. 

ft 

225. The account procedure relating to materials obtained 
specially for work is described in Chapter IX. Special tools and 
plant charged to works do not fall under the category of ‘materials 
charged to works ’ vide paragraphs 202 and SOS* 
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CHAPTEU VII. 

Transfer Bntrles. 

226. Transfer entries i. outi'ii'.s iiititnded to iranafer an item 
of receipt or charge from the account, of a work iu progress or da 
regular head of account to (lie account of uisotlu r ■\V{*rk or luiad are 
necessary — ^ 

(fl) In order to correct an error of iu the 

original accounts. 

(1) Sometimes it is more coiiv«;niont to «;l(i.sgify itemt 
pertaining to several heads (or works) niuicr a niiiglt* head in the 
first instance than to classify them uml»*r ctwh from the 
For example, when a joint work in wliieh purrios are 

interested is undertaken, the hullvidual transaetiinw relating to k 
are taken to tlie accounts of n single jxirty in the first instance, and 
before closing the accounts of a month, the distribution 

over all the accounts is effected by transfer entry. 

ib) In order to adjust by debit or <;redii to the protier head 
of account (or work), an item .»utst:mdii!;^ in a p. e^e account or 
under a debt head- 

Nori;~TheTaliioof inaterklH iwued frum Ht.wk tn k work h not luiiuiaoc] liy « 

(r) In order to bring to account; eertnin clnhses of transac- 
tions which do not pass through tho cash or stock a-va.uit e, tf. 

• credit to ‘purchases' on account of umterials 

rweived for works from sourccH other than stot;k, {lide oiirimranliB 
300 and 306) ; ^ ^ t n i 

(ii) for credit to ‘P, W. DupoHitH* on aecuunt of balances 
due to contractors on closed accounte (mde pora^raph SS6;) 

(iii) for credit to roViuiue huatla on account of revenue 
not recovered m cash ; 

(iv) for original debifj* or cniditH tt» rtimittanoe heads 
based on transactions not ap]>uuring in ctish or alock accounts ; 

, cr^its to the heads concenuul of the sevtarul per. 

cen ages leviable under tho rules s. g. those on uccijunt of storage 
^ when not received m cash), ostublishmoni, tools aiwi 'plant, work* 

S06 of the P. W. Department Code 
and Appendix H and paragraph 413 of this Code.^ 
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{d) In order to respond to a remittance transaction advised 
by the Accountant Greneral, if the corresponding debit or credit to 
the remitUuico head has not actually appeared in the accounts ; 

(e) In order to relieve the account of a work in progress 

of 

(i) items which have ceased to be chargeable against the 
estimate for the work ; and 

(ii) suspense charges which can no longer be kept within 
the accounts of the work (vide paragraph 329). Such transfer 
entries are necessary either when the accounts of any contractor or 
of the work itself are to be closed, or when any recoveries (other- 
wise than in cash) have become due, e. g. by the transfer of stores 
to any other work or account, 

227 . For every transfer entry there must either be an author- 
ity in Form No. 49 transfer entry order, or an order recorded on 
another document (e. g. survey report, form No. 18) and final bill 
of a contractor’s closed account placed under public works deposit 
which sets forth all the necessary particulars ; see also paragraphs 
471 and 489. 

(1) In cases in which the transfer entry order is not required 
to be submitted to audit with the monthly account, vidt paragraph 
603, the necessary order, if not initiated % a Sub-Divisional Officer, 
may be signified by the Divisional Officer’s initials against the 
entry in the transfer entry book (paragraph 131). 

(2) There is no objection to a transfer entry covering a 
number of adjustments and corrections, provided that all the 
necessary particulars are set forth in respect of each. 

(3) Transfer entries initiated by the Sub-Divisional Officer 
should be done in triplicate, the second and third copies being 
prepared by the carbon copy process. The Division Office will file 
one copy in support of an abbreviated entry in the adjustment 
register and forward the second copy to the Accountant General’s 
Office in support of the monthly account vide 503 (vi). 

228 . A transfer entry order may be initiated by the Sub-Divi- 
sional Officer and should be so initiated by him in all cases falling 
witliin clauses (a), (b), (c) & (e) of paragraph 226 which come within 
his cognisance. 

229 . The Divisional Officer is responsible that no transfer entry 
is made in the accounts unless admissible under the rules, that a 
transfer entry is made as soon as it becomes necessary, and that 
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transfer entry orders in respect of transactions falling under clauses 
(a), (bj & (e) of paragraph 226, proposed by Sub^ Divisional Officers 
are countersigned by himself in token of acceptance. 

Transfer entries should receive the special attention of Divi- 
sional Officers so that habitual errors and misclassifications in the 
accounts of subordinate offices may not remain un-noticed. 

230 . All transfer entry orders should set forth such explanation 
of the correction or adjustment proposed to be made, as would 
establish clearly the correctness and necessity of the entry. 

_ (1) In cases of corrections involving a reduction in the char^eB 
against the estimate of a work, it is essential not only that full 
particulars of the vouchers and accounts in which the erroneous 
charges originally appeared are specified, but also that the circums- 
tancesin which the charges were wrongly allocated under the 
estimate for the work are clearly set forth. It is not sufficient to 
state that the charges were erroneously classified previously. 

231. All transfer entries ordered to bo made s hould be registereu 
in the transfer entry book, form No. 50 mainUuuea in the Division 
Office. Entries should be grouped separately for each month in the 
accounts of which they are to be incorporated. Before the book is 
closed monthly, the Divisional Accountant should see that no adjust- 
ments which are required to be made under any rule are omitted. 

^ 232 . No transfer should hi made from one sub head to another 
m the accounts of a work except on the authority of a formal 
transfer entry order prepared in accordance with the procedure 
prescribed in this chapter and approved by the Divisional Officer. 
Ihe order should be filed with the Works Abstract for the month 

m which the transfer is effected and it should not be entered in the 
transfer entry book. 
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CHAPTER VIIL 

Revenue Receipts 
A. Gbneeal 

233 . Public Works revenue is assessed and realised in accord- 
ance with the rules prescribed by the Government. The detailed 
rules relating to the realisation of revenue from miscellaneous pro- 
perties and rents of buildings are contained in paragraphs 520 and 
62 1 of the Public Works Department Code. The rules relating to 
license and other fees from navigftion are contained in the Public 
Canals and Ferries Acts and the rules issued thereunder. The bulk 
of the irrigation revenue for the supply of water for cultivation 
purposes is collected by the Land Revenue Department and the 
Pufe Works Department has no hand in its collection or accounts. 
The general principles for the hiring of tools and plant including 
floating plant are contained in paragraphs 514 to 516 of the Public 
Works Department Code- When revenue is collected, it should be 
correctly brought to account in accordance with the classification 
prescribed in Appendix I. 

234 . A register of miscellaneous properties should be maintain- 
ed in each sub-division in P.W.A. Form No,b0. In order that no 
item of revenue may be lost sight of, this register should be submitted 
monthly to the Division Office and also at the time of the audit 
inspection. 

On the first page of the register there should be clear informa- 
tion available to show (i) that the register is signed by the Sub-Divi- 
sional OHicer every mouth whether there are transactions during the 
month or not; (ii) when the register is sent to the Division Office and 
(hi) when it is received back in the Sub -Division Office. When there 
are no transactions in a month, the register need not be submitted 
by the Sub- Divisional Officer to the Divisional Officer. The i-eason 
for the non-submission should be recorded in the register against 
the month under the signature of the Sub-Divisional Officer and 
the fact intimated to the Divisional Officer. 

235 . The licensing and registration of vessels under the Canals 
and Ferries Act and the collection and accounting of fees therefrom 
are detailed in the subsidiary rules passed by Government in R. Dis. 
No. 938iS4/P.W. dated 28-7.1924. The forms necessary for the 
accounting pf this revenue are also appended to the above rules. 
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236. Distinction must be made between receipts which are 
finally creditable to Government as revenue of the department and 
transactions which represent merely such cash or other value received 
as has either to be eventually repaid or to be utilised to meet 
the cost of some service to be rendered or already rendered or to be 
taken in redaction of expenditure previously incurred. Receipts 
of the latter class are creditable to the debt, deposit, remittance or 
expenditure head concerned and are not subject to the rules of this 
chapter. See also statement A of Appendix I. 

Hot*- — L For appropriation of anolaimed biUnoes lying in the deposit »0«oiint«, 
see paragraph 427. 

Noth*-— 1. The lalo prooeeda of treea felled in the o^rn pound of the FuMio Offioea 
should be treated aa XXVII, a*le of avenue trees, if the felling m done in 
the course of execution of worha by tho P.. W. h* In other oaaea, tho 
■ale proceeds of the nsufruot of trees and of trees felled ahould bo 
aredited to the Dipartment to which the otvst of tnaintenanne of tho 
flompound ia charged. 

237. (a) It is not permissible, except in the case of storage 
charges on stock sold on credit, bo credit revenuc5 to the head con- 
cerned until it is realised, but Divisional Officers are responsible 
that demands are made as revenue falls due, that steps are taken 
with a view to effect prompt realisation of all revenue, regular or 
occasional and that proper records are kept to show in respect of 
all items of revenue, recurring or non-recurring, the aasessmeots 
made, the progress of recovery and the outstanding debts due to 
Government, 

The object of this rule is that all classes of revenue 
whether accruing from property of any kind, from leases of rights 
and concessions (c. g. rights for fishing, etc., and the use of water 
power) or from any other source are properly watched. 

(b) The recovery of all debts due to G-overnment should 
receive the special attention of the Divisional Officer and no debt 
should be remitted or written off except under the orders of com- 
petent authority. 

B. Land Rb venue Depa-btjment. 

238. When revenue from irrigation is realised in the Land 

Revenue Department, the procedure described below should be 
observed : • 

(a) The collections made in the Land Revenue Department 
are paid direct into treasuries. They are brought to siocount to 
cr^it of the revenue heads concerned in the Audit Office without 
being passed on to the Divisional Officer for adjustment. 
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(b) The Accountant General should bring to the notice of 
the Land Revenue Commissioner and the Chief Engineer any 
marked short-coming of revenue realisations as compared with th* 
budget estimates. 

C. RhNTB OJ buildings and LAeDS 
/. DemanSs- and Recoveries 
(<a) From Frivate persona 

2l39. When a public building, land or ether property is let 
to a person not in the service of Government, the full assessed rant 
should be recovered in advance. 

Note : “-Sumi received iti adynnot for payment of rents of Undi should be 
credited to reTenue. 

(i) From Government servants and pensioners 

240 . The recovery of rents from Government servants occu- 
pying rentable buildings in charge of the department may be made 
either in cash or by deduction from their pay bills through the 
treasury officer or other disbursing officer concerned, in accordance 
with the rules in articles 24T to 257 of the Travancore Financial 
ancl Account Code. 

The system of direct recovery in cash from employees of 
other divisions and departments is ordinarily not suitable when 
the rent recoverable is dependent upon the rate of pay of the occu- 
pant. 

Amounts due on account of the hire of Government furniture 
and on account of the value of articles of furniture and other 
Government properties lost or damaged W a Government servant 
as well as any other dues for which a Govarhmend servant may 
be liable to Government in respect of the residence allotted to him 
may also be recovered in cash or by deduction from pay bills in 
accordance with the rules in this paragraph. 

241. When rent is recoverable in cash, a bill in a suitable 
form should be Sent to the tenant on or before the last day of 
each month. The tenant should be required to pay in the rent be- 
fore the ’expiry of the following month. 

242. When recoveries of rent are to be effected through a 
treasury officer or ocher disbursing officer, a demand in P.W.A. 
form No. 46, statement of rents recoverable in cash or by deduction 
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from pay bills, should be sent, in duplicate at least 4 days before 
the last day of each month, to the officer concerned who will make 
the necessary recoveries and return one copy of the statement duly 
completed between the 2*nd and 25th of the following month. 

(1) Treasury officers and other disbursing officers have 
mstructions to recover the amounts specified by the Divisional officer 
without prior reference to the tenants and to note, in the statement 
of rents, the particulars of emoluments and of charges therein in res- 
pect of Government servants whose rent is limited to a percentage 
of such emoluments. 

(t) If the rent recoverable from a Government servant is 
limUed to a certain percentage of his emolument and the emolument 
is changed retrospectively, the rate at which rent is recovered 
should also be changed retrospectively. 

(3) if a Divisional Accountant becomes aware that the 
salary of a Government servant has been changed in reapoct of a 
period during which he occupied a Government residence at some 
other station or stations, he should see that the intimation of the 
change of emoluments is given to the Divisional OflScers of the 
stations concerned to enable them to recover the arrears of rent 
when necessary. 

(4) In cases of cash recovery . from Government servauls, the 
Division Office should obtain from the disbursing officers a certified 
statement in form No. 46. 

(5) In form No. 48 will also be included any amounts due 
on account of the hire of Government furniture, the value of arti- 
cles of furniture and other Government property lost or damaged 
by a Government servant as well as any other dues for which a 
Government servant may be liable to Government in respect of the 
residence allotted to him. 

(6) A separate form No. 46 should be prepared in respect 
of each tenant who is a gazetted officer who draws his pay direct 
from the treasury. For non -gazetted officers, there should be a single 
consolidated form for each class of establishment whose pay is drawn 
in a separate bill. Particulars in regard to this should be obtained 
by the division office from the drawing officers. 

(7) In the case of gazetted officers, the P.W, A.Form No.46 
will be filled up from the information contained in the pay slip rece. 
ived from the audit office under paragraph 122 of the Audit Code 
When a tenant goes into occupation of a residence, the Divisional offi- 
cer will intimate the fact to the Accountant Gianeral and call for pay 
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.isUp. In the case of non-gaseetted officers, the P.W.A, Form No. 46 
will be prepared on the basis of information to be obtained from 
.drawing officers. 

243, In preparing the statement of demands, the Executive 
i Engineer should rely upon copies' of pay slips of gazetted officers 
received from the* Accountant General and intimations, from heads of 
offices, of the changes in the emoluments of non-gazetted officers 
occupying Government residences. The completed copy of P«W.A. 
Form No, 46 returned by the Treasury Officer should also be made 
aise of in preparing the statement of rents for the next month, and 
J:he assessment should be revised whenever any' change of emolu- 
ments has been noted by the Treasury Officer. The Executive Engineer 
should provide also for the recovery of additional rent due either 
because the full amount has not been collected in the previous month| 
or because arrears of emolument a . ha ve, been paid to a Government 
servant. 


NOTE i—^AfteT nac 0 «ssary aotiotx lifts been taken on the statement of rents In 
P, W. A, form No. 46 retsTnedfby the Treaenty Officer, thft 
Bxeouti'fe Engineer will forward it to the Audit Of fine with the 
monthly return of buildings. 

244 . Amounts recovered by Treasury Officers by deduction 
from pay bills cashed at Treasuries will not be passed on to the 
Divisional Officer for adjustment as the Accountant General will 
credit the revenue head direct in his own books. The Divisional Officer 
should, however, credit the accounts of the tenants in the register 
for rente of buildings and lands in Account form No. 21, 
paragraph 255, with the recoveries as certified by* the treasury, dis- 
bursing, or drawing bffieer concerned, 

(1) The Accountant General will forward to the Division 
office the statement in P.W.A, Form No 46 received during a month 
in the audit office with the accounts of treasuries for verification vith 
ths set of statements received in the Division Office direct from the 
treasury. The Divisional Accountant should see that no statement 
pertainii^ that treasury has been omitted to be sent by the Audit 
Office. He should compare these with the corresponding entries’ in 
the register of rents of buildings and lands (Account form No. 21) 
and take steps to raise the assessment of rents of Government ser- 
vants whose rates of emoluments have been altered by the 
audit office. 

(2) When a Government servant is transferred or proceeds 
on leave or retires^ the.Mgecntive Engineer should give the Treasury 
Officer. ^as. early a noticeifts possible of the date up to rent ^ 
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All Heads of departments and offices should furnish not 
later than I5th of every month, to the Executive Engineer a 
statement in suitable form showing the particulars regarding the 
names, designations, emoluments, etc., of the officers occupying 
quarters provided by Government irrespective of the fact that rent 
is payable for them or not, and the changes in the occupancy of 
such buildings. In the case of vacant buildings. Heads of oHioes 
should furnish information as to what period each building is ex- 
pected to be Vacant and whether the building will be requited 
during that period by any officar of the same department. The 
Executive Engineer should then consider the desirability of finding 
tenants for the vacant buildings. 

NOTE .-—For tha parpoTO of the aboYO rule, it will b» snffioient if h'-adg of 
Ofaceg intimate monthly in the form of additions to and changes 
in the completed statement once furnished. Whan there ara 
no changes, the fact should be intimated to the Exeoutiva 
Engineer oonoerned* 

245. The duties of Treasury Officers iu matter of recovery 
hf ' rents are laid down below: — 

(i) The Treasury Officer will note in column 6 of both copi- 
es of statement of rent recording at the bottom of the statement 
a certificate that he has done so. 


(a) the cmolomcnts actually drawn by the tenant where they differ from 
those entered by the Executive Engineer in column 3 
(A) any saw drawn by_ the tenant as arrears of etnolnmeuts with details of 
the r^te at and period for which it has been drfcwn. 

He will also note in column 6 the number of the bill from which 
deduction of each item of the rent was made, and if, in any in- 
stance, the rent in column 4 has not been recovered iu fulL a brief 
explanation of the reasoas for non-recovery* 

copy of the statement thus com- 
plet^ to the Executive Engineer so as to reach the latter oficer 
by the 25th or every month. 

(iii)'He will obtain from sub treasuries details of re- 
^venes of rent effected there in time for inclusion in this copy of 
he Btateme^ of rents. Any subsequent recoveries effected by the 
Ireasurj' Offloor or a Sub.Ir.a.ac 5 r officer, too late for inclueion in 
the statement, should be included in the statement of the foliowinff 
month. 


(iv) He will compare and agree the total of the recove- 
ries shown m the other copy of the statement of rents (which 
should include recoveries made too kte for inclusion in the first 
copy) with the total credits in the treasury account and will submit 
this copy to the audit office with the treasury account f or th« 
mo*.ta lu which the recoveries were aidde» 
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(y) He will continue to recover rent at a rate once inti- 
mated by the Executive Engineer until advice to the contrary is 
received from him, whether the monthly demand statement P. W, 
A. form No. 46 has been received or not ; and when a Government 
servant is transferred, proceeds on leave, or retires, he will, unless- 
otherwise instructed by the Executive Engineer. — 

(a) if the Government servant is paid up to the date of 
making over charge, recover from the pay bill the rent due up to 
that date ; 

(b^ if the Government servant is not paid up to the date 
of making over charge, recover from any pay bill paid, the rent 
due for the period covered by the pay bill, and note on the reverse 
of the last pay certificate the balance of rent due for recovery 
ou account of the remaining period up to the date of making over 
charge. 

(vi) He will not conduct any correspondence with tenants 
on the subject of their rents but will refer them to the Executive 
Engineer. 

246. Recoveries made by other disbursing officers should be 
credited to the accounts of tenants in the register of rents of buil- 
dings and lands, Account form No- 21 and adjusted in the division 
accounts by debit to the remittance head concerned, on the author 
rity of’ the certified statements received back from them without 
waiting for the intimation of the corresponding credit from the 
audit Office. 

247. A tenant who is in receipt of a pension from Government 
should be treated as a .private individual for the purpose of these 
rules. But if he desires to make payment by deduction.^ from his 
pension, recoveries from him may be made through the Treasury 
0£fi.cer or other disbursing officer concerned, on the pensioner’s 
furnishing the Divisional Officer with a written request authorising 
such deduction. This authority should be transmitted to the 
Treasury of disbursing officer with the first demand. 

, In the case of vacation of quarters by a Government 
servant before the last day of a month, owing to his departure on 
transfer, leave or retirement, the demand for the rent for the broken 
period should be made at once so that the amount due may be re- 
covered before hi.s departure. 

249- Pending orders on a 'representation .against the Divisiona" 
Officer’s assessment, the amount assessed should be paid by ten 
ants on demand.* should the representation prove successful, the 
excess charged should be adjusted as soon as uidurs are issued, by 
a deduction in the assessment of a subsequent month, or- if this is 
pot practicable or convenient by an actual repayment. 
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D. RaPuNDS AND Rpmiissions. 

250 . Bemissiona o£ irrigation r6 venue allowed before collection 
should be treated aa redactions of demands and cash re- payments 
of such revenue after collection, as “refunds” of revenue- All 
other refunds of revenue and repayments of receipts and recoveries 
on capital account (Appendix I {Statement A) should be taken in 
reduction of the receipts under the heads concerned. 

251 . Before a remission or refund of any kind, otherwise in' 
order, is allowed, the original demand or rCaliHation, as the case' 
may be, should be traced and a reference to the remission or payment 
should be so recorded against the original entry in the cash book 
and other accounts as to make the entertainment of a doable or 
erroneous claim impossible- Any acknowledgment previously 
granted should be taken back if possible and destroyed, a note of 
the repayment being, in any case, recorded on the counterfoil of 
the receipt. 

E. Accounts Fbocedubb, 

1. Reslster of RavcHuo. 

252 . All revenue receipts of the division should bo classified 
and abstracted in a register of revenue, P. W. A. form No. 45 
maintained in the division office. The receipts relating to, each 
project for which a separate revenue account is kept, should bo 
registered separately and all the other receipts pertaining to a 
major head should be booked collectively. In this register a 
column is opened for each minor head or revenue (and detailed 
heads subordinate to it) other than deduet*^refund, ioi which a 
single deduction is made for the total reveuua of the month, the 
details of the charges making up the figure to be deducted bmng 
recorded in a separate register of refunds of revenues which should 
also be in form No. 45. 

(1) For, accounts procedure in respect of refunds 'of 
rents realised, see rule 1 to paragraph 257. 

253 . All receipts falling under the minor head ^'receipts and 
recoveries on capital account,” should also be abstracted in form 
No. 45, a separate account being kept for each projtsctthe expendi* 
ture of which is booked separately. 

254 . ^ In respect of rent receipts of the buildings and special 
Services for^ which a subsidiary accouut is kept in Account Form 
No. 21, it is ^not necessary to make entries in detail in any of the 
registers in Form No. 45. The monthly totals only (excluding the 
amounts realised by Treasury Officers) for each class, of the rents 
for wnicU se par .lie detailed heads have been opened under the 
minor head “rents” should' be transferred from Account Form 
^o. 21 to Form No, 45. 
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II. Register of Rents. 

255- A- register in Account Form No. 21 (register of rents of 
buildings and lauds) should be maintained in the Division- Office to 
show thi! monthly assessments, realisations and balances of rents, 
of all residential buildings (iucluding office buildings used as resi- 
dences) and of such other buildings, lands, etc., as may be available 
for bviing let. No building or site should be excluded from this 
register on the plea that it is intended to ba occupied rent-free .or is 
fiot likely to be rented, but all such buildings may be grouped 
■separsvtely • 

(1) Private buildings which have been hired for use as 
residences or are used as such, wholly or in part, should be included 
in this register- 

(2) Heut free quarters for menials need not be entered 
in this register except when allotted to persons from whom rent is' 
recoverable, nor need rest houses and other traveller’s bungalows be 
entered. 

256- The entries relating to the assessment ofirent should bif 
made month by month and for this purpose arrangements should 
be made to obtain timely intimation (with full particulars) of ’all 
(illauges of tenauoy from the subordimtes in charge ol the pro^ - 

>V'’ If any property is occupied free of rent, or ifthiS" 

rate for any month’s assessment is neither the standard rate nor the" 
ten per ocat of the occupant’s salary, a suitable remark (quoting 
authority) should be made against the entry relating to it. If a * 
Qjverumjut servant is not entitled to but is actually allowed the 
beuefit.of the 10 per cent concession, a reference to the specific 
orders of Government allowing it should be recorded in the remarks 
column of the register of rent. 

257 i The total realisations of each month should be abstracted 
at the foot of the register so as to show separately (i) cash re- 
alise^ Iti divisions, (ii) recoveries by other disbursing officers 
lusted- ip the division accounts (paragraph 246) and (iii) recoveries 
at treasuries adjustable in the audit offibe (paragraph 244) for both 
rente of buildings _aud rents of lauds etc. If any buildings are 
provided wiA special services such as. furniture for which rent is 
charged separately, the account of rent charged for each building in 
respect of these services should be kept separate from that of the 
rent of the building itself and in, the abstract also the realisations 
on t^ccount of each of these services should be shown separately. 

(1) Refunds of rents realised should be treated as pay* 
men ts made and should therefore be shown separately as mmus 
realisation iu the register of rents of buildings and lands and Ihnf 
distinguished from gross realisations of rent.' 
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CHAPTEE IX. 

Works Accounts, 

A , Gknbral P rinciples. 

258* (a) Expenditure on the construction or ixiMinUinance o£ a 

work may be broadly divided into two classes 7;u., (i) cash and (ii) 
stock charges. As explained in chapters V and VI these charges 
are recorded in the cash and stock accounts respectively, 

(b) 111 addition to the charges falling uiuh^r these main 
classes, there are other transactions affecting the cost of a work. 
For example, there may be charges incurred in other divisions or 
departments, noaterlaLs received from or services rendered by them, 
or there may be cash receipts such as are taken in reduction of 
expenditure in accordance with the rules. 

(c) All these transactions pass into the gexieral accounts of 
the division in the manner described in chapter XVII and arc thence 
consolidated into the accounts of the State. As, however, the 
units of classification adopted in the general accounts in respect of 
expenditure are certain heads of account and not individual esli* 
mates for works or contract accounts, it is necessary to maintain 
separate accounts in the sub ‘division and division offices for record- 

of iiidividual works and (ii) tho transactions , of 
individual contractors. These are known as works accounts. 

259. Although the primary object of the accounts of works is 
to exhibit simply but accurately, the actual cost of work done, the 
rules frec[uently require the upkeep of separate accounts for the 
several component parts of a work which are not required to attain 
this object. There are two main reasons for this. In the first 
place, it is often desirable to have details which will satisfy the need 
for statistical information and for analysis of the comparative cost 
of various classes of work, of types of buildings etc. The more 
important reason, however, is that in the case of the larger works, 
especially if the period of construction ranges over a long period, it 
would not be possible for the Divisional Officers to exercise eflScient 
financial control over the recorded transactions of the cost of a 
work if only the total cost were recorded in the accounts of the 
Work. The Divisional Officers’ personal knowledge of the executive 
arrangements for the execution of a work and of the actual pro- 
gress of work, must be supplemented by a comparison monthly of 
the cost as recorded in the accounts with the value received in the 
shape of work done. This monthly comparison is obviously im- 
possible unless the total cost is split up into convenient parts in 
such a way that as far as possible the cost of each distinct part may 
compared with the work done thereon. 
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260. In recording the coat of an individual work in the accounts, 
no attempt is made to include therein any charge on account of 
general services, like establishment and tools and plant, the entire 
cost whereof is adjusted in the general accounts under the pres- 
cribed heads of classification. But if any service connected with 
the working estimate for a work is rendered by another division or 
department and the claim made by it includes an authorised charge 
ou account of such general services, under paragraph 5 of Appendix 
II such charge may be accepted and adjusted in the accounts of the 
work as part of the cost of the work in the same way as if the 
service had been rendered by a contractor. 

(1) When the cost of special tools and plant is included in 
the cost of a work under paragraph 202, the rules in chapter VI 
regarding numerical lists or returns will apply mutatis mutandis 
and adjustments on account of the cost of tools and plant trans- 
ferred to other works, divisions or departments will be governed by 
the rules in paragraphs 215 & 2 1C. 

(2) Lump sum charges of establishment and tools and plant 
recoverable from other States and the Resident, Madras States for 
works executed for them under a standing arrangement, should not 
be included in the accounts of the works but dealt with under the 
rules in Appendix II. 

(3) The cost of special establishment employed ou the 
acquisition of land when chargeable to the accounts of the work 
concerned under Article 317 of the Travancore Financial and 
Account Code should be treated as part of the works expenditure, 

261. Primarily the Divisional Officer is the responsible disbur- 
sing officer of the division. Sub- Divisional Officers may however 
be permitted to pay bills without pre-audit in the division office up 
to the maximum amount of his contractual powers, vit.^ Rs. 200 in 
the case of piece works and up to Rs. 1,000 in the case of inter- 
mediate bills relating to other kind? of contract. A Divisional 
Officer may, if necessary, require bills even below the limits laid 
down above to be sent for pre-andit. 

Noth. 1. This limit of Rh. 1,000 in respeot of intermediate payinents refers to 
the work actually esieouted or eupplias received and is also the 
raftximum limit up to whioh payments may be made on any work in 
a monifi This limit its not affected by bills paid after pre-audit in 
the division office* 

Hotis. * 2 • Sub-Divisional OEfioera are authorised to refund deposits credited in 
the subdivision cash book after necessary vet ifioat ion except in 
oasefc whore the party fails to produce tho original receipts, or the 
item to bo refunded has already been credited to Government nder 
paragraph 427 of this Code, or confiscated under the proyisiona' hi 
an agreement or bond 
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262, Initial accounts and vouchers connected with charges re- 
, lating to works must invariably specify (i) the full name of the 

work as given in the estimate, (ii) the name of the component part 
(or a sub-head) of it, if separate accounts are kept up for the 
several component parts and (iii) the charges (if any) which are of 
the nature of recoverable payments and the names of the contrac- 
tors or others from whom recoverable. 

In the case of recoverable charges, it should be seen particularly 
■that the con tractors or others on whose behalf the chargt:s are 
incurred do not get the benefit of any concession to which they ■ 
would not be entitled if they had themselves incurred the charges,^ 

B. Cash Patmbnts. 

1. Introductory. 

263. Cash charges on works consist of payments (i) (o labour- 
ers and members of work charged establishment of their wages 
and (ii) to contractors and others for work done or other services 
rendered i The cost of materials procured specially for works is 

, charged to the accounts of works by transfer credit to the ‘purch- 
ii«ses’ account, but payments to suppliers are governed by the same 
rules as payments to contractors for work done. The general rules 
relating to cash payments and vouchers in paragraphs 128 to 
. 138 apply to aU these classes of payments. Only special rules are 
..therefore set forth in this chapter. 

.264. The rules in article 88 of the Financial and Account 

• Code enjoining that inevitable payments should bo liquidated and 
recorded at the earliest possible date should be c irefully observed , 
(see also paragraph 283 of the Public Works Department Code.) 
In cases where payments may not be considered as inevitable, all 
' the formalities required in that connection before payment can be 

made, have to be gone through in detail- The maximum intervals 
. permissible at the several stages between the measurement of a 
.work and payment of bill for it are as noted below : — 

Preparation of bill in the Within 2 weeks from date of 
Section Office after measure- measurement, 
iinent of work. 

of bill lin, the Sub- Within 2 weeks from date of 
Division-Office and passing it receipt of bill in if ab -Division 
<.fpripayment’by Sub-Divisional Office. 

* “Officer where Sub-Divisional 
Officer is competent (lo .majse 

I paym«nt. 
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Scrutiny of bill in the Divi- Within one month from the 
sion Office and passing the date of receipt of bill in Division 
same for payment in Diviaion Office. 

Office. 

JV. B. The ahovo limits will apply only to works for whioh all the formalitieg 
and pruliminary shops roqnir-'d to start th) sama (such as sanction to 
estimattis and iunds, and esoouUon of agmometit have hoen gone through 
in dotail.) 


II. Payments to Labourers. 

(a) Departmental Labour. 

265 - Wath the following exceptions, all persons engaged depart- 
naentally for the execution of works are considered as day labourers 
and their wages should be drawn on muster rolls, P. W. A. 
Form No. 20 and charged to the estimates of the works on which 
they are employed. 

(i) Permanent and temporary employees of the division 
whose pay is charged to the head ‘establishment’. 

(ii) Members of the work charged establishment as detailed 
in paras 122 to 132 of the Public Works Department Code.- 

Discrep -nicies botvreen labour reports in Form No. 81 and 
muster rolls should be investigated as soon as the latter are 
received. 

266 .’ Muster rolls should be prepared and dealt with in accord- 
ance with the following rules in P, W. A. Form No. 20. 

(u) One or more muster rolls should be ke-pt for each work, 
but muster rolls should never be prepared in duplicate. It is per- 
missible, however, to keep one muster roU for labourers employed 
upon several small works, in cases in which no harm can result if 
the total unpaid wages are regarded as relating only to the largest 
work in the group. 

Kotb — Batries iu muster rolls should bo made in ink or indelible pencil. 

Of) Labourers may be paid more than once a month and 
the period covered by each payment may be determined locally ; 
but separate rolls must be prepared for each period of payment. 

(c) The daily attendance and absence of labourers and the 
fines inflicted on them should be recorded daily in part I of the 
muster roll in such a way as (i) to facilitate the correct galcul^tiop 
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o£ the net wages of each person for the period of payment, _ (ii'; to 
render it difficult to be tampered with or for unauthorised additions 
or alterations to be made in the entries once recorded and (iii) to 
facilitate the correct classification of the cosf of labour by works 
and sub-heads of works when necessary- 

Note- Sab-Divisional Offioers should as frequently as possible test olieok the 
attendance of labourers, espeoiall} in cases where it is anticipated that the 
aggregate payment on nominal muster rolls in 0 '‘>n leetion with a work will 
exceed Es. 200. 

W) After a muster roll has been passed by the Sab- Divi- 
sional Officer, payment thereon should be made as expeditiously as 
possible. Each payment should be made or witnessed by the 
official of the highest standing available who should certify to the 
paymeits individually or by groups, at the same time specifying, 
both in words and in figures at the foot or the muster roll, the 
total amount paid on each date. If any items remain unpaid, the 
details thereof should be recorded in part II, the register of arrears, 
before the memorandum at the foot of the muster roll is completed, 
by the person who made ithe payment. 

(e) Unpaid items should subsequently be carried forwa''d 
from muster roll to muster roll until they are paid, the payments 
being recorded and certified to in part II in the same way as pay- 
ment of current items. 

(/) Wages remaining unpaid for three months should ba 
reported to the Divisional Officer who will decide in each case whe- 
ther the liability as an amount available for payment should conti- 
nue to be barue in the aicounts of the work concerned, as exhibited 
in the sub-division record prescribed in clause (e). 

For action to be taken on the completion of the work, see 
paragraph 335- 

{g) In part III of the muster roll form should be recorded 
the progress of work done by the labour shown thereon in all cases 
when work is susceptible of measurement. If the work is not 
suscep'tible of measurement, a remark to that effect should be 
recorded. 

tToTB. — ^Itis not neoessary to Toprodacc* the details o£ moasurement in part III, 
nor need part III written up if progress is reported onoe a month or often 
in any other saitable form and such separate reports are considered sufficient . 

(A) In exceptional and urgent cases, such as urgent silt 
clearance of canals or closing breaches, where labourejrs are em- 
ployed casually tor short periods, payment may be made on a casual 
labour roll, Form No, 21 in which the names of the labourers need 
pot be given, bpt such payments may not be made except by an 
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officer not below the rank of a supervisor, nor need muster rolls in 
Form iJfo. 20 be used in th? case of work done on requisition, Form 
No- 30, where the entries of daily labour are few ; in such cases the 
particulars can be entered on the form of requisition. 

(i) The tabular information under part IV of the muster 
roll form is intended to locate and minimise delays on the part or 
the various subordinates who deal with the roll from issue to the 
final return. 

(b) Labour engaged through a Contbactob, 

267 . The payment of daily labour through a contractor, instead 
of by muster roll iu the usual way, is objectionable on principle. 
In a case of great emergency, it may sometimes be found impos- 
sible to employ labour otherwise than through a contractor. Should 
it be possible, in such a case, to determine the quantities of work 
done after its completion or at intervals during its progress, it is 
expedient to pay the contractor, at suitable rates, on the basis of 
work actually executed. But if, as in the case of urgent repair of 
canal breaches, this method of payment is not practicable, it is 
permissible to pay the contractor on the basis of the number of 
labourers employed, day by day, his own profit or commission 
being either included in the rates allowed, or paid separately in a 
lump sum or at a percentage rate. When this course is adopted, a 
report of the number of labourers of each class employed day by 
day should be made by the subordinate in charge of the work daily 
to the Sub-Divisional Officer, in P. W, A. Form No. 81, to enable 
the latter to keep a check on the expenditure and to deal with the 
contractor’s claim when received. Tq avoid disputes with the 
contractors, they sh >uld be encouraged to sign the daily reports in 
token of their acceptance as correct. 

The use of the muster roll or the measurement book 
(paragraph) 268 is not permissible in such cases. 


lit, PiyiHents to Suppliers RUd Coiitfactor*. 

A. BbCOBD OE MEASUREilENTB. 

(i) M^astirefiient 6ooh* 

!2l6^. Payoients foi* all work done otherwise thafi by daily 
labour and for all supplies are made on the basis of measurements 
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recorded in measurement books, P. W, A. Form N'o. 23, in accord- 
ance with the rules in paragraph 462 o£ the Public Works Depart- 
ment Code. The measurement books should, therefore, be con- 
sidered as very important account records. All the books belong- 
ing to a division should be numbered serially and a register of 
them should be maintained in P. W. A. Form No- 88 in the division 
olfice showing the serial number of each book, th© names of the 
sub-divisions to which issued, the date of issue and the date of its 
return, so that its eventual return to the division office may be 
watched, 

(1) A similar register should be naaintained in the sub- 
division office showing the names of the sub-divisional officer and 
section officers to whom measurement books are issued. Books no 
longer in use should be withdrawn promptly even though not 
completely written up. 

(2) Such of the completed measurement books as contain 
measurements of the works executed by contractors having running 
accounts, should be sent to the division office for final recotd after 
final bills have been paid to the contractors. Until then, such books 
if not required for reference by sub-divisional officers or section 
officers should be sent to the division office for temporary record 
to be taken back when payments have to be made. 

But the completed books which contain wholly measurements 
of works or supplies, for which payments are made on hand receipts 
or first and final bills, or measurements of items of works carried 
out departmentally, for which payments are made on nominal 
muster rolls, or both, should be sent to the division office for final 
record immediately after all bills, the measurements of which are 
recorded therein, have been paid, 

(ii) Detailed measurements. 

269. In recording detailed measurements, the following general 
instructions should be carefully observed : 

(a) The top most lines under columns 1 to 4 on each page 
of the measurement book should invariably be filled in the field, 
None of the lines should be left blank. Any line not required 
should be carefullj^ scored through in order to prevent additional 
entries being made later on. Detailed measurements 'should be 
recorded only by Executive, Assistant or Sub EEgineere or bv 
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Executive subordinates in charge of works to whom measurement 
books have been supplied for the purpose. 

Note 1. Meaanreraeuts made by an executiye subordinate in charge of a work 
should be checked bv the Sub-I)iviaional Oficer by actual measuremeuts 
by comparison with plans and estimates or by inspection. When 
measurements are taken by the Sub-Divisional Officer himselfi they 
should, as far as possible, be checked by the Executive Engineer. 

2. Engineer and Engineer subordinate students undergoing their practical 

course may be allowed to record measurements provided they ore syste- 
matically checked by one of the officers mentioned above. 

3. Division store^kcepers or stores clerks cr the divisional head clerk in the 

absence of both, may, in oases where there are no executive subordi- 
nates on the spot, and in special ceses where the Executive Engineer 
considers that the exigencies of the service require it, record their 
measurements of stores received in measurement books. 

4 . The foreman in the P. W. Workshops is permitted to record detailed 

measarements in measurement booka* 

(6) All measui’ements should be neatly taken down in a 
measurement book, form No. 22 issued for the purpose, and no- 
where else. 

(c) Each set of measurements should commence with entries 
stating : 

(i) in the case of bills for works done, 

(a) full name of work as given in estimate, 

(b) situation of work, 

(c) - name of contractor, 

(d) number and date of hia agreement, 

(^) date of measurement, 

(ii) In the case of bills for supply of materials (a) name 
of supplier, (6) number and date of his agreement or order (e) pur- 
pose of supply in one ‘ of the following forms applicable to the 
case : — 

(i) ‘stock’ (for“all supplies for stock purposes) (ii) 'pur- 
chase’ for direct issue to (here enter full name of work as given in 

estimate) (iii) ‘purchases’ for (here enter 

fuU name of work as giveU in estimate) for issue to 

contractor ; on 

and (d) date of written order to commence supplies (e) date of 
actual completion of supplies and (f) date of measurement j and 
should end with the dated signature and designation of the person 
making the measurements. A suitable abstract should then be 
prepared Which should collect the total quantities of each distinct 
item of work relating to each sanctioned sub-head. 

(d) As all payments for works or supplies are based on tho 
quantities recorded in the measurement book, it is incumbent upoq 
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the person taking measurements to record the quantities clearly 
and accurately. He will be responsible for the correctness of the 
entries in the column ‘contents or area’ for the measurements re- 
corded by him. If the measurements are taken in connection with 
a running contract account on which work has been previously 
measured, he is further responsible (1) that reference to the last 
set of measurements is recorded and (2) that, if the entire job or 
contract has been completed, the date of completion is duly noted. 
If the measurements taken are the first set of measurements on a 
running account, or the first and final measurements, this fact 
should be suitably noted against the entries in the measurement 
book, and in the latter case, the actual date of completion noted. 
The signature of the contractor or his agent should be obtained in 
measurement books after each set of measurements with the addi- 
tion ‘I accept the measurements’. In the case of illiterate men 
their marks should be attested by an independent witness. 

ie) , Entries should be recorded continuously in the measure- 
ment books. No blank pages may be left and no page torn out. 
Any page left blank inadevertently must be cancelled by diagonal 
U nes, the cancellation being attested. See also paragraph 462 of 
the Public Works Department Code. 

(/)■ No entry may be erased- If a mistake is made, itshould 
be corrected by the responsible officer. When any measurements 
are cancelled, the cancellation must be supported by the dated 
initials of the officer ordering the cancellation or by a reference to 
his orders initialled by the officer who made the measurements. In 
either case the reason for cancellation should be recorded . 

(g) Entries should, if possible, be made in ink. When this 
is not possible, pencil entries should not be inked-, over. Entries in 
the ‘contents or area’ column should be made in ink in the first 
instance* 

(h) Each measurement book should be provided with an 
index which should be kept up-to-date. 

(iii) Standard Measutem^nts* 

270 . It is usual in the Public Works Department to maintain 
standard measurement books of buildings in order to .facilitate the 
preparation of estimates for periodical repairs. Where such stand 
ard books are maintained, it is also permissible to Utilise them for 
the purpose of preparing contractors’ bUls for suCh repairs, so that 
It majr not be necessary to take detailed measurements on each 
occaeioin 
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271 . The following rules for the efficient maintenance of these 
standard measurement books and the preparation of bills based 
thereon should be followed : 

(1) The entries of measurements and abstracts thereof 
should be recorded legibly in ink and certified by an officer of at 
least the standing of a Sub- Divisional Officer in his own handwrit- 
ing to the effect that they are correct for the purposes of preparing 
both the periodical repair estimates and the contractor’s bills. Any 
corrections necessary should be attested by a Sub-Divisional Officer 
or an E "seen five Engineer. 

, (2) All the standard measurement books maintained in a 

division should be numbered in alphabetical series so as to be 
readily distinguished from ordinary measurement books, and a 
register of them maintained in the division office in P. W. A. form 
No. 88. A similar register should be maintained in each sub- 
division showing the books belonging to it and the registers kept 
under lock and key in the custody of the divisional or the Sub- 
Divisional Officer concerned. The original standard measurement 
books should be kept in the person il custody of the Divisional 
Accountant in the division office. 

(3) Certified copies of measurement books relating to wmrks 
in charge of sub-divisional offices should be sent to them to be 
kept in their personal custody and noted ou separate pages of the' 
Bub-dlvision register of measurement books. 

(4) For the use of section officers, standard measurements 
of each work copied in loose sheets and signed by the Executive 
Engineer should be sent tc the Sub-Divisional Officers who will 
issue them to the section officers concerned. 

Nora. This aead not be done when thi sub-division ofBoe and section office are 
at tile same station. 

(5) When corrections have to be made owing to additions 
or alterations in buildings, the sub-divisional officers concerned 
should make th ; corrections in their copies of the measurement 
books. At the same time, they should be intim ited to the Execu- 
tive Engineer who will have the books in their office corrected 
under their initials. The copies with the section officers, in which 
corrections have to be made, should be called for by the Sub-Divi- 
sio lal Officers, corrected under their initials and returned. 

(6) On the last day of Chingom each year. Divisional 
Officers should send certificates to the Chief Engineer that all the 
standard measurement books in their divisions have been inspected 
by them, that tfie entries therein have not been tampered with and 
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tliat all corrections due to additions or alterations in the buildings 
have been made in the books and that the latter are reliable and up 
to date records. 

(7) When a payment has to be based on standard measure- 
ments, the gazetted officer or subordinate preparing the bill for 
payment should certify in the ordinary measurement book and the 
bill that the whole of the work (or work since previous running bill, 
as the case may be) as per standard measurements ij} a book, the 
number of which should be quoted, has been done and that .it has 
not previously been billed for in any shape. 

(8) Separate measurement books should ba set apart for 
noting the details of such bills so as to facilitate the review of 
payments based on standard measurements. 

(b) All bills so paid should ba specially checked in the 
division office with reference to standard measurements on record 
in that office. 

(iv) Review of measurements- 

272 - Sub-Divisional Officers should be required to submit the 
measurement books in use to the division office from time to time, 
BO that at least once a year the entries recorded in each book 
may be subjected to a percentage check by the Divisional Account- 
ant under the supervision of the Divisional Officer. The following 
are the detailed rules on this subject : — 

(a) The review conducted under these rules will be in addftion 
to that conducted by the Divisional Accountant on all final bills on 
running accounts and first and final bills which are received in the 
division office for pre-audit, see paragraph 261. 

(6) A register should be miintained in the prescribed form 
in the sub-division and division office for noting the progress of the 
receipt, review and return of measurement books. Twenty-five per 
cent at least of the entries in the measurement books should be 
reviewed each year. The arithmetical accuracy of the calculation 
in 50 per cent of the entries selected for review should also be 
checked by Divisional Accountant. He need not, however, per- 
sonally check the arithmetical accuracy of calculauons when bills 
come up for pre-audit {vide paragraph 474.) 

(c) The percentage check referred to above of the entries 
made in every measurement book iu use in the division in a month 
should be made within the succeeding four months. Eor this 
purpose, each Section Officer and Sub-Divisional Officer should 
make a note of the numbers and pages of the measurement books 
in which fresh entries are made by them every month and report 
these particular direct to the Executive Engineer within the 
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first week of the succeeding month. JProm these monthly reports 
of section officers and sub-divisional officers, the books that 
should be reviewed shoirld be regularly entered in the register. 

(d) There should be an even flow of books sent for review 
so that the work may not be rushed in a few months of the year. 

(e) The books for monthly review should be received in and 
returned from the division office on dates to be fixed by the Exe- 
cutive Engineer of each division. 

(/) The review should be conducted generally with re- 
ference to the rules in this section and paragraph 4Q2 of the Public 
Works Department Code- It should also be seen that measurement 
books do not contain any measurements relating to labour engaged 
through contractors (vide paragraph 267 ). 

(g) The payments based on the entries reviewed should be 
traced into the various accounts and verified. Similarly, supplies 
or issues of materials should be treaced into the materials at site 
accounts, ledger, etc., and verified, 

(A) Every page reviewed should be initialled and dated by 
the Divisional Accountant with the remark ‘reviewed’ and a corres- 
ponding entry made in the prescribed progress register. The 
register should also be submitted to the Executive Engineer 
monthly and his initials taken. 

(v) Check imasurement of Works, 

273 . ( 1 ) («) Bub Divisional Officers should necessarily check 
measure before payment and in proper time in the following 
cases : — 

(i) all final bills on running accounts. 

(ii) all first and final bills over Rs. 200. 

(hi) works (included in all kinds of bills over Rs. 25) 
which will not be susceptible of check measurement 
after a certain stage, for example-- works in channel, 
river or tank beds, foundations which will be covered 
up etc, 

(6) As regards other bills not pertaining to works of the 
kind mentioned in item (hi) in the above sub clause viz. inter- 
mediate bills on running accounts and first and final bills over Rs. 
25 and up to Rs. 200, Sub -Divisional Officers should check 
measure a large proportion of them. If, in such cases, it is not 
possible for the Sub-Divisional Officer to check- measure before 
payTnftTit owing to pressure of work etc., then the reasons for not 
having done the’ check-measurement before payment should be 
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recorded by him in the remarks column of the measurement books 
concerned and the check-measurement should be done by him at the 
earliest opportunity after payment has been made. 

Note, — Clearance of jungle or vegetation which oosts more than Bs. 100 should 
be inspected by the Sub Divisional Officer after cbaranoe and before 
payment. 

(2) In addition to check measurement by the Sub-Divisional 
Officers, it is an important duty of Esjecutive Engineers that they 
should during their inspections frequently check-measure works 
which are in progress and that they should maintain a register of 
such check-measurements. The number of check-measurements by 
ExecutiveEngineers should be at least 50 per annum (vide paragraph 
464, Note 1 of the Public Works Department Code.) 

(3) The fact of check measurement by the Sub-Divisional 
Officer or the Executive Engineer should invariably be noted in 
the measurement book at the time of check-measurement and the 
items check- measured should be indicated by the initials of the 
checking officer which should be placed on the left side of the 
column ‘particulars’ in line with item check-measured. 

(4) The object of check-measurement is to detect errors in 
measurement and to prevent fraudulent entries. Check-measure- 
ment should therefore be conducted with discretion and method, 
those items being selected which appear obviously incorrect or 
which would be most easily susceptible of, fraud or which would 
most seriously affect the total amount of the bill, if inaccurate. 

(5) The entry ‘measured in my presence’ by a Sub- Divisional 
Officer cannot be accepted as check-measurement. When measure- 
ments are taken jointly by officers or subordinates, the measure- 
ments should always be recorded and signed by the senior- 

(6) In the case of works such as breach-closing executed by 
the ryots of a place, estimates may be prepared and sanctioned after 
taking measurement of the woik done and after verifying the same 
with the claims of the ryots for each iteto of .work. There is, 
therefore, no necessity to measure or check-measure the work 
further. 

( I ) The Chief Engineer should make it a point to see that 
these rules are duly observed. 

B. Bills AND Vouchees. 

I, Forms of Bills and Vouchers, 

274 . The authorised forms of bills and vouchers are the 
following ; 

(a) First and final bill. Form No. 23 

(b) Running account hill— -A, Form No. 24 

Cc) do. -B, i'orm No- 25 
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(d) ‘ Lump sum contract running account 

bill Form No. 26 

(e) Lump sum contract Final 

bill Form No. 2V 

(f) Hand Receipt Form No. ’28 

The use of these forms is explained in the following paragraphs 
and a few explanatory foot notes are printed on the forms. 

275 . ^First and final bill form No. 23, This form should be 
used for making payments both to petty contractors or to piece 
workers and to suppliers when a single payment is made for a job 
or contract, i. e., on its completion or on termination of the con- 
tract. 

Running account bill, A, form No, 24. This form is intended 
for contractors for work only. It should be used in all cases in 
which secured advances are to be made or are already outstanding 
in respect of the same work against the contractor- When this 
form is used, it should also be utilised for making on account pay- 
ments, if any, in respect of the work. 

Running account bill, B Form No- 25. This form is used both 
(for contractors for work and for suppliers. It is intended to be 
used for contractors for work when only on account payments are 
made. It is not to be used if a secured advance is to be made or if 
such an advance in respect of the work is outstanding against the 
contractor. 

Form No. 26. is intetided for intermediate payments on lump 
sum contracts which may be made to the contractor in accordance 
with his contract. Only details of additions and alterations should 
be given in the bill. Otherwise, the certificate prescribed in rub* 2 
of the Fca:m will suflSce. 

Form No- 27 is intended for final pryments on lump sum con- 
tracts to a contractor. The details of additions and alterations 
alone should be given in the bill. Otherwise, the certificates pre- 
scribed in rule 2 of the form will suffice. As additional precaution, 
the contractor should be required to add to his acknowledgment s 
statement in his own handwriting that he has received payment in 
full settlement of all demands. 

Hand receipt form No. 28. This is a simple form of voucher 
intended to be used for all miscellaneous payments and advances 
for which none of the special forms Nos- 23 to 27 are suitable. 

Note 1- Final payments must invariably be made in forms printed on yellow 
paper whioh should not be used for intermediate payments. 
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the bill is on a running account, it should be compared with the 
previous bill. The memorandum of payments should then be made 
on account of the work or supply or on other accounts, being shown 
therein. If the Sub -Divisional Officer is empowered to pay the 
bill, he should then record a formal pay order specifying both in 
words and figures, only the net amount payable, though the payee 
should be required to acknowledge in his acquittance the gross 
amount payable inclusive of the recoveries made from the bill. 

(i) If the contract is for the completed items of work and 
under the provisions of paragraph 302, the contractor is required 
to obtain materials of any description from Government, it should 
be seen that this condition is complied with and that the necessary 
recoveries of the cost of the materials supplied to him, are made in 
accordance with paragraph 307. In such a case, it is not permissible 
for the contractor to obtain the materials otherwise, unless, in a 
case of emergency, the supply has been entrusted by the Divisional 
Officer, for recorded reasons, to the contractor himself at suitable 
rates. 

(ii) Before signing a first and final bill, or the first bill on 
a running account, the Sub-Divisional Officer should see that the 
relevant measurement entries were marked as pertaining to such 
bills, by the person taking the measurements (vide paragraph 
269 (d)') 

(iii) Sub-Divisional Officers should observe carefully the 
rules in paragraph 464, Note 1, of the P. W. Department Code, 
regarding the check-measurement of works in the case of first and 
final bills and running account bills in excess of Rs, 200. 

(iv) Work done in Karkatakom shall be measured and 
paid for in the same way as work done in any other month, * . e., it 
should ordinarily be not paid for till Chingom. Work completed 
in the early part of Karkatakom may, however, be measured and 
paid for before the end of the month, if that would be the normal 
course in other months. 

280. (a) If the Sub-Divisional Officer is not empowered to 

make the payment, the bill should be submitted (with the measure- 
nMut book) to the division office when the payment will be 
authorised by the Divisional Officer after the necessary scrutiny 
See also paragraph 261. 

(6) In the case of materials received from firms in India by 
Sub Divisional Officer, on orders placed by the Executive Engi- 
neer, the following procedure should be observed ; 

A register in form No. 7 should be maintained in the Exe- 
cutive Engineer’s Office to watch the disposal, from start to finish. 
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o£ all indents for stores placed by Mni’ on firms in India. A suffi- 
cient number of pages of this register should be allotted for the 
orders placed on account of each sub-division, all such orders being 
noted as they are issued in column 1 to 3 of the register. 

The firms should be required to send in their bills along with 
the consignments direct to the officer supplied. The latter should 
make the necessary entries in a measurement book as soon as the 
stores are received and should then pass on the measurement book 
. and the bill to the Executive Engineer for pre-audit giving a refer- 
ence to the measurement book in tbe bill and vice versa. The 
'Executive Engineer should check the bill against the original indent 
and the agreed quotations, if any, and also with the entries in the 
measurement book, -have the necessary entries made in the register 
prescribed for the purpose, pass the bill scoring out the entries in 
the measurement book and return the bill with the measurement 
book to the Sub-Divisional Ufficer. The Sub-Divisional Officer 
should then pay the bill and note the fact in the measurement 
book. 

281. From the measurement book all quantities should be 
clearly traceable into the documents on which payments are made* 
When a bill is prepared for the work or supplies measured, a remark 
to the effect ‘bill submitted to the Sub Divisional.Officer/Exeeutive 

Engineer on ’ should be endorsed on the abstract of 

measurements. The officer who signs the pay oraer should 
immediatelv on signing it cross out every page containing the 
detailed measurements of the work or supplies paid for by a 
diagonal red ink line. The officer who actually disburses the 
amount should enter the number and date of the vcmcnei of jiay- 
ment with the remarks ‘paid on.... •• ••■by voucher No... ••• on 

the abstract of measurements. . i t • 

(1) The document on which payment is made should in- 
variably show, in the space provided for the purpose, the number 
and page of the measurement book in which the detailed measure- 
mente are recorded and the date on which the measurement was 
made. . ^ 

282. Payments should made for bricks at asuj^lier s 

private kiln until they are handed over to the charge of the P. W . 
Department Officers. 

283. 'To ensure the proper performance of the duties imposed 
on the Divisional Accountant under paragraph 473» he should have 
no hand either, in preparing the bills of contractors or suppliers or 
in making cash payments to the latter, as such duties will impair 
his usefulness as examiner of claims and payments. 
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284. Contractors who are able to prepare their own bills should 
be supplied with forms 23 to 28 and loose measurement sheets for 
recording measurements, for their information, in support of the 
quantities entered in the bills. The P. W. D. officers and sub- 
ordinates should, however, record measurements independently 
wherever necessary in their measurement books, vide paragraph's 
268 and 269. The contractors’ bills, when presented, should be 
checked by the subordinate in charge of the work with the measure- 
ments recorded by him in his measurement books and check 
measured by the Sub Divisional Officer before payments are made. 
See paragraph 464 Note (i) of the P. W. Department Code. 

285. (u) Payments for work done or supplies made on a run- 
ning account on bill forms 24 to 26 should ordinarily be made 
monthly. Both the ‘quantities’ and ‘amount’ of each distinct item 
of work or supply should be shown separately in the bill except (i) 
in the case of completed items of sub works the full details of 
which were included in the previous bill and (ii; in the case of the 
incomplete items or sub works as remain unaffected since previous 
bill. 

In respect of items above it is sufficient if the amounts paid on 
earlier bills are shown in the subsequent bills, reference being given 
therein to the item numbers of the previous intermediate bills and 
the pages of the measurement book, in which full details were 
recorded. Full details (names, quantities, rates and amounts) 
should, however, be shown in the final bill for all sub works and 
items. 

(&) Such payments should be treated as payments on 
account, subject to adjustment in the final bill which should be 
drawn, in the appropriate form, but printed on yellow paper, when 
the work or supply is completed or the running account is to be 
closed for other reasons. When a final payment is made on a 
running account, the payee, if he is able to write should add in his 
own hand-writing that the payment is ‘in full settlement of all 
demands’. If the payee is illiterate, or is unable to write beyond 
signing his name, these words should be filled in by the officer 
making the payment. 

The addition of the words ‘in full settlement of all demands’ 
does not preclude the disbursing officer from entertaining a further 
bona fide claim which may have been omitted from the final bill by 
mistake or through inadvertence. 

Notb.'^—A form printed on yellow paper is never to be used except for fina 1 
payments. 
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(o) A separate running account is maintained in respect of 
each contract. Transactions relating to two or more separate 
working estimates should not be brought on to the same running 
account; they should, therefore, not be covered by a single contracts 
Transactions relating to two or more separate parts of the same 
working estimates, for which separate works abstracts are prepared 
under paragraph 323 should also appear in separate running 
accounts • « 

. 286 . When secured advances are allowed by the Divisional 
.Officer under sub para to paragraph 288 to a contractor whose con- 
tract is for finished work, it should be seen that an indenture in 
suitable form should be signed by the contractor and a detailed 
account of the advances must be kept in Part II of running account 
bill B. There should be separate entries, in respect of each class 
of materials, of the quantities brought to site fay the contractor and 
the amounts advanced under the orders of the Divisional Officer. 
These advances must be recovered by deduction from the con- 
tractor's bills for work done as the materials are used in construc- 
tion and the items of work in which they are used are billed for on 
the basis of actual measurements. Parts I and II of the bill should 
be compared to see that this order is being complied with- As re- 
coveries are made, the outstanding amounts of the items concerned 
in part II should be reduced by making deduction entries in the 
column ‘deduct quantity utilised in work measured since previous 
bilk equivalent to the quantities of the materials used by the con- 
tractor on items of work shown as executed in part I of the bill. 

Note- Ho record should be kept iu meaBuremoiit hooks of the quantities of the 
materfala but certificatn 3 printed on the hiU ghould he signed hy the 
Sub Divisional or Divisional Officer in terms of paragraph 288, 

(C) Aid to Contractors. 

287 . It is necessary sometimes in the interest of work, to en- 
gage labourers or contractors or to incur other liabilities on behalf 
of the contractor concerned^ with a view to complete 'vrork which 
he has neglected or failed to complete. In such a case, it is permis- 
sible to spend Government funds on behalf of the contractor in 
^accordance with the terms of his agreement. Otherwise, no advance 
or recoverable payment should be made to or on behalf of a con- 
tractor, nor should financial aid be given to him in any form 
except in aqpordance with the paragraph below« 

(D) Advances to Contractors. 

288 . Advances to contractors are as a rule prohibited and every 
Bndeavour should be made to maintain a system under which no 
payments are made except for work actually done* Exceptions are^ 
however, permitted in the following cases : 
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Cases in which a contractor whose contract is for finished 
work, requires an advance on the security of materials brought to 
site. Divisional Officers may, in such cases, make advances up to 
an amount not exceeding 75 per cent, of the current value of the 
materials (as assessed by themselves according to their character) 
provided that 1hey arc of an imperishable nature and that a formal 
agreement is drawn up with the contractor under which Govern- 
ment secures a lien on the material and is safe-gu irded against 
losses due to the contractor postponing the execution of the work 
or to the shortage or misuse of the materials and a<iainst the ex- 
pense entailed for their proper watch and safe custody. Payment 
ot such advances should be made only on the certificate of an officer 
not below the rank of Sub Divisional Officer that the quantities of 
materials upon which the advances are made have actually been 
brought to site, that the contractor has not previously received anv 
advance on that security and that the materials are all required bv 
the contractor for use on items of work for which rates for finished 
agreed upon. The officer granting such a certificate 
will be held personally responsible for any over-pa%ent which may 
occur m consequence ; recoveries of advances so made should not 
be postponed until the whole of the work entrusted to the contrac- 

fnnfrr M should be made from bis bills for work 
done as the materials are used, the necessary deductions being made 
whenever the items of work in which they ie used are billed for 
Divisional Officers are responsible that — 

(i) When secured advances have been made for materiala 
recoveries are made regularly from the very first paymeSe 
fjjhose items of actual work in which such materKvebeen 

rat., for the p„..po« o£ a. P.r«nX.“tX^ 

cured advanocs on materials should be mde.^ 

N0TE~Iinperis,habIemateriaIsiDcIud6bricks, rolled atflfiT a 

such aa lime, sand, kankaretc- are perishable?^ ‘ ^ Mtiolea 

IV. Patmbnt TO Woek-chabghd Establishment. 
ofio t. 1 f of Employment. 

meat are lairdown^ffi p2agmpS^“l22°to^i??^b^®? establish- 

Pubfic Works Department * 132, Chapter I of the 
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(b) Pay hills. 

290 . Wages of members of the work- charged establishment 
should be dra.wii and paid on form No. 29 ' Pay bill of work 
charged establishment ’ which is a combined pay bill and acquit- 
tance roll form. A consolidated bill in the form should be prepared 
monthly either for the whole sub division or one or more sections 
of it, as may be convenient, but the names and claims of the entire 
establishnaent concerned including absentees, should be shown in each 
bill. Names should be grouped in the bill by works on which the men 
are employed, sanction to the entertainment of the establishment 
should be quoted iu each case and the Sub Divisional Officer should 
certify in the space provided for the purpose that the men were on 
duty during the periods shown against their names, each man being 
employed on the work and on the duties for which his appointment 
was sanctioned. 

(1) Deduction on account of fines etc., should be shown by 
special entries against the names concerned. 

(2) If the acknowledgment of an individual cannot cob* 
veniently be obtained on the bill itself, it may be obtained separate* 
lyon a hand receipt form No. S8 which should then be attached 
to the bill as a sub voucher. 

291 . Pay bills may be signed at any time on the last working 
day of the calendar month in which the wages are earned, though 
uhey are not due for payment before the first working day of the 
following month. When, however, the services of an individual 
are dispensed with, it is permissible and advisable to settle up his 
account at once, 

(c) Unpaid wages 

292 . Wages remaining unpaid on a passed bill on the dates 
fixed for the closing of the accounts of the month, may be paid 
subsequently when claimed, the procedure prescribed below be* 
ing observed ; 

(i) Items remaining unpaid on the monthly bill should be 
entered in a simple register, full particulars of the charge includ- 
"ing reference to the bill, being noted in the register. 

(ii) Subsequent payments should be made on -hand receipts, 
form 28, reference to the bill in which the charge was originally in- 
cluded and* to the particular item thereof, being quoted in each 
case. 

(^iii) When making ] a) menrs of arrears, suitable iiotes of 
payment shouiii be records 1 against the original entries in the 
register. 
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(d) Travelling Expenses. 

203 No bills need be prepared in support o£ claims for travell- 
iu^ expenses. Payments should be made on hand receipts, form 
28 ° which should set forth all the necessary particulars of the 
ioumev performed and of the expenses claimed and should be 
countersigned by the Divisional Officer before payment. 

(e) ClassiHcation of Charge. 

294. Every payment made to a member of the work-charged 
establishment whether on account of his wages, or in recoupment 
of actual travelling expenses, should be charged to the work oia 
which he is employed. 

295. The cost of work-charged establishment must be shown as 
separate sub head of the estimate. 

0. Matbbials. 

I. General. 


296. Issue of materials to works whether from stock or by 
purchase, transfer or mauafaciure, are divided into two classes. — - 

(1) Issues to contractors. 

Issue of materials to contractors with whom agreements in res- 
pect of completed items of work i. e. both for labour and material 
have been entered into. 

(ii) Issues direct to works- 

issues of materials when work is done departmentally or by 
contractors whose agreements are for labour only. 

II. Account of matbbials a* sit*. 
i. Major Worhs, 

297. lu the case of major works in which transactions relating 
to the materials at site are not heavy, an account in P. W. A, form 
No. 34 should be maintained of all departmental materials brought 
on to the site of a work from any of the sources mentioned in the 
preceding paragraph, showing the sources and quantities of all re- 
ceipts and of their issues to the work as the transactions occur. This 
account should be kept both by quantities and values in the case of 
works whose accounts are kept by sub heads and only by quantities 
in other cases. 


In the case of big schemes, such as water supply and drainage 
works and other major works in which the transactions relating to 
materials at site are likely to be heavy,, the following ‘procedure 
should be observed. An annual register in suitable form should be 
maintained in the division and sub division offices and section 
offices giving a continuous record of the receipts, issues and balances 
of all materials for a particular work for all the months of a year 
and a monthly return in P, W. A. form No. 35 in duplicate should 
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be prepared by the section officer showing only those items o£ ma- 
terials in which there are receipts and issues in a month and seat to 
the sub division office. One copy of the return will be retained in 
the sub division for posting the annual register maiutained therein 
and the other copy sent to the division office for similar action. In 
the case of big woiks to which more than one section officer is at- 
tached, the section statements will ba consolidated in the sub divi- 
sion and the consolidated return sent to the division office, so that 
the annual register may be posted up-to-date. 

ii. Minor Worlcs and Repairs,, 

A numerical account of materials at site of works should be 
maintained by the Seciion Officer and the Sub Divisional Officer in 
charge of the work in the form of annual register in P. W. A. form 
No, 36 giving a continuous record of the receipts, issues and balances 
of all materials for the work for all the months of a year. A monthly 
return in suitable form showing only those items of materials in 
which there are receipts and issues on a work in a month, should be 
submitted by each Section Officer to the Sub Divisional Officer for 
scrutiny and necessary action. At the end of each year or on the 
completion of a work or in the event of the charge of the work 
passing from one subordinate to another, the monthly return 
should however exhibit the closing balances of all materials at the 
site of the work. Each Sub Divisional Officer should forward to 
the Executive Engineer monthly a certificate to the effect that he 
has obtained from his section officers the accounts of materials at 
site of all minor works and repairs and scrutinised them, vide para 
468 (e) of this Code. 

The forms mentioned under the heads (i) and (ii) above pro- 
vide also for the record of the estimated quantities in all cases and 
the value of materials in the case of major works only, so that, in 
the case of Works executed departmentally and also in cases where 
any or all the items of contract are for labour, both the acquisition 
and the actual use of materials can be controlled with reference to 
the estimated requirements. In the case of works executed by con- 
tract however, the record of estimated requirements of material 
applies only to the materials, the supply of which is retained in the 
hands of Government. It is important that the estimated require- 
ments should he duly corrected whenever a revision of the original 
estimate fenders it necessary and a note should be recorded at the 
foot of the account that this has been done, 

KOTE — Matarial« belonging to a conlraotor should never be mixed up With depart^ 
mental mtikterialB' Form No- 84. is intended to account for departmental ma- 
terials alone- 

298 . All departmental materials brought on to the site of a work 
for use on that work from any of the following soutdea, should bh 
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entered as receipts in the ‘ materials at site accounts ’ immediately on 
their receipt giving a brief reference to the measurement book or in 
the case of receipts from stock to the invoice in form No* 6 in cases 
covered by the last sentence of paragraph 165. 

1 . Suppliers 

2. Stock or manufacture 

3. Other irorks and 

4. Other divisions and departments. 

NOTE — Materials alread> brought on to the site of wort and Accounted for as 
receipts in the site accounts) should be shown as minus receipts in the same 
when they are transferred to stock or to another work etc* 

(1) It is important that as far as possible, materials should 
be obtained only when actually required and to the extent of actual 
requirements (vide also note under paragraph 479, Note 2 of the 
Department Code.) 

( 2 ) All petty items, the aggregate of which comes under 
Rs. 100 may be lumped together under a single head ‘ petty items ’ 
in the materials at site accounts only the value being shown. 

299 . When the materials are obtained by purchase, it is im- 
portant that full details of the articles received should at once be 
entered in a measurement book, P. W. A, Form No, 22 in the man- 
ner prescribed in paragraph 269 0 (see also paragraphs 163 and 164) 

300 . In all cases, materials issued direct to a work should, as 
soon as received, be brought into account as indicated below - 


Source of receipt 
of materials, 

Head of account 
to be credited. 

Value to be 
credited. 

Mode of efEccting 
adjustment of cost- 

1. Stock including mii- 
nufaoture 

Stock. 

At (sane rates plus 
storage charges. 

Through stock ac- 
counts at the end 

1 of the month. 

Transfer from ano- 
ther work 

W ork concerned, 

i 

At a valuation under 

1 paragraph 312 (d). 

By a special transfer 
entry in form No . 
49, prepared afl 
soon as the mater- 
ials are received. 

Ttanflfer from ano- 
ther division or de- 
partment 

PuBchaMS 

At rates charged by 
the division or de- 
partment conoetn- 
ed. 

Do. 

4« Supplies. 

Do, 

At the rates payable 
to the suppliers un- 
der their contracts 

i By a special transfer 
- entry in formNo- 
49^ prepared as 
soon as the mater- 
ials are received. 
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The full value credited to the head concerned should be debit- 
ed to the work (paragraph 311) and also entered in the ‘ materials 
at site ’ accounts in cases in which the works accounts are main- 
tained by sub heads, 

301 , The cost of materials brought to the site of a work is de- 
bited to the suspense head ‘ materials at site ' in the works accounts 
or is treated as a final charge according as it i? a work for which 
detailed accounts by sub heads are kept or not. 

11. IsatTE lO CoNTEACTOBS, 

(a) General conditions. 

302. (a) The issue of materials to contractors who have con- 
tracted for completed items of work is generally permissible only 
in the following circumstances. 

(i) When it is decided to retain in the hands of Govern- 
ment the supply to the contractor of imported materials : 

(ii) When in the interest of work, or with the object of 
utilising existing stocks of materials, it is desirable to retain .in the 
hands of Government the supply of certain other materials as well, 
and a condition to this effect has been inserted in the contract. 

(b) In both cases, the contract should specify (i) the ma- 
terials to be supplied by the Government for use on the work, (ii) 
the place or places of delivery and (iii) the rates including the 
storage rates when the materials have to be issued from stock to be 
charged to the contractor for each description of material j and the 
contractor should be held responsible for obtaining from Govern- 
ment all such materials required for the work aud for making pay- 
ment therefor, by deductions from his bills, at rates specified, re- 
gardless of fluctuations in the market rates or in the stock rates of 
the division. In cases where the value of materials (purchased by 
Government or drawn from Government stock) to a contractor or 
njeca worker is not covered by the work done by him or by pay- 
ment in cash, it is important that Government should be secured 
from any possible loss resulting from any failure on the i»rt of the 
contractor or piece worker. In such cases sufficient security should 
be obtained from him before the materials are so issued- 

(1) The rates to be charged to the contractors for materials 
to be supplied should be definitely specified, vague quotations e. g. 

‘ at stock rates ’ being avoided ;and if intending contractors had 
been toW that the materials would be supplied at a certain rate and 
asked to tender on that assumption, then that rate should be ad- 
hered to in the contract. , „ j . ^ * r 

(2) Similarly, the rates to be allowed to the contractor tor 

of work} should be definitely stated. 
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(c) 'fTo carriage or incidental charges are borne by Govern- 
ment for moving the materials beyond tbe place where the con. 
tractor has agreed to take delivery thereof. 

303. (a) As a general rule, no other materials should be sup- 

plied to such contractors for use on works, but this restriction may 
be waived by the Sub Divisional Officer in respect of petty issues 
(at full issue rates) of materials from existing stocks, not exceeding 
Rs. 50 in any month for any one contract. 

(J) if at any time subsequent to the execution of a con- 
tract on a through rate basis, the contractor desires the issue to 
him, for use on a work, of materials which exist in Government 
stocks, but the supply whereof by Government was not provided 
for in the contract,! the materials should not be issued except with 
the express authority of the Divisional Officer who should specify 
in each case the rate to be charged for the materials inclusive of 
delivery at the place where they are stored. The rate should be the 
market rate at the time of the supply or the issue rate, whichever 
may be greater and should include the svorage charges and no 
carriage or incidental charges should be borne by Government in 
connection with the supply. 

(1) The intention of this rule is to prohibit the supply of 
materials to contractors with the object of giving them financial aid 
the grant of which is governed by para 287 of this Code. 

(c) Issues of stock materials to contractors for bona fide 
use on works are exempt from the usual charge of 20 per cent on 
account of supervision which is made wheti stock materials are sold 
tothe public, vide para 506 of the Public Works Department Code, 
(b) Accounts Procedure. 

304 . All materials required for issue to a contractor under any 
of the provisions of paragraphs 502 and 303 should be made over 
to him, as soon after their receipt as possible but not far in advance 
of their requirement for actual use on the work and an unstamped 
but dated acknowledgment, detailing full particulars of the materials 
including the rates and values chargeable to him should at once be 
taken from tbe contractor. The issue of the materials should simul- 
taneously be entered in the issue account form No. 34. 

305 - When the materials are obtained by purchase, full details 
of the articles should at once be entered in a measurement book, 

j ■, manner prescribed in para 269, (see also paras 

168 and 164,) ^ 

306 . On the authority of the contractor’s acknowledgment, 
the cMt chargeable to Jim under paragraph 302 or 303 as the case 
way be, should be debited at once to his personal account by 
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charge to suspense head ‘contractors’ other transactions’ in the 
works accounts and credited to the suspense head ‘materials at site’ by 
being posted in the issue columns or where this is not maintained 
as in the case o£ minor estimates as a minus debit to the final head 
(vide para 3-ii.) I£ the amount charged to the contractor’s account 
differs from that originally debited ordehitable to the suspense head 
‘materials at site’ for the materials, then, only the latter amount 
should be credited to the head ‘materials at site’ in the works and 
sith accounts, the difference being treated as additional final outlay 
under a separate sub head 'additional charges for materials issued 
to contractors’ plus or minus according as the amount charged to 
the contractor is less or more than the cost originally debited to 
the ‘materials at site’. This is necessary in order to be able to 
balance the sub head ‘materials at site’. (See para 326.) 

(3) The object of this rule is to ensure tbit the fall amount 
chargeable to the contractor is debited to his accounts as soon as 
the materials are delivered, so that (i) he may not receive payment 
at full rates, for the completed items of work prior to the value of 
the Grovernment materials used by him therein being charged to his 
account, or (2> his final bill for the work done may not be settled 
before the full value of materials recoverable from him has been de - 
bited to his account. 

(2) It is for this purpose that the debit to the contractor’s 
account is required to be made in the above paragraph as soon as 
the materials are delivered to him, by credit to the suspense head 
‘materiais at site’ in the works account or the final head in the case 
of minor estimates, although the actual cost of the materials may 
not have been paid or adjusted by Government at that time, (see 
para 300.) 

(3) Issues from stock (including manufacture) should be 
accounted for through the stock returns- For other issues, a special 
transfer entry should be prepared by the Sub Divisional Of&cer in 
form No. 49 as soon as each transaction takes place. 

307 . The recovery from a contractor on account of the cost of 
materials issued to him for use on a work should ordinarily be 
made by deduction from the first bill authorising a secured advance 
payment or an on-account payment to him for the work. Should, 
however, a lump sum recovery be undesirable in any case, the Divi- 
sioual Officer may permit, for recorded reasons, the recovery to be 
effected gradually as the materials issued to the contractor are 
actually used in construccion and the items of work on which they 
are used are paid for whether by an advance payment or by an on- 
account payment. 
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308 . As the issue of materials to contractors under the fore- 
going rules is permissible solely for the boaafide requirements 
of Government works, Sub Divisional Officers should make such 
arrangements as may be deemed suitable for limiting the total 
issues to a contractor in connection with a particular work to the 
reasonable needs of that work. This precaution is particularly 
necessary when the rates at which materials are issued under para- 
graph 302 are lower than the prevailing market rates, or the Jatter 
are expected to rise a})preciably. It can be watched that The aggre- 
gate of the quantities of any or all the materials issued to a con- 
tractor from time to time for use on a work is within the estimated 
requirements of the contract by means of the materials at site 
account form if the top portion of the form is filled up, (vide para 
297.) 

(c) Return oj surplus materials. 

309 . Government do not undertake to take over from contra- 
ctors, whether before or after the completion or determination of 
contracts, surplus materials which were originally procured by tho 
contractors for themselves or were issued to them and charged to 
their accounts under paragraph 304. Such materials are the pro- 
perty of the contractors and can be taken over by Government, if 
required, for use on other works in progress, only by special 
arrangenaents and at the prevailing market rates. If the materials 
were origmally supplied by Government, the price allowed to the 
contractor on ra-acquisition should not exceed the amount charged 
to the contractor excluding the st rage charges if any. 

(1) Contractors are, however, not at liberty to remove 
from site of works without the written permission of the Divisional 
Officer materials which have been issued to them for use on a work, 
and a stipulation to this effect should ordinarily be entered in their 
agreements. 

(d) Tools and plant lent for use. 

310 The rules in paragraphs 297 to 301 do not apply to tools 
and plant. Articles borne on the tools and plant account of the 
division may, in accordance with the rules in paragraph 514, 
Chapter IV of the P. W. Department Code be lent temporarily 
to contractors on hire for use on Government works, (see also para- 
graphs 204 and 207.) ^ 

IsSUB DIRECT TO WORKS, 

(a) Detailed Aecounis. 

. the case of minor estimates, the cost of materials at 

Site 16 charged finally to the work there being noisub head ‘materials 



CHAP- IX] 


WOBKS ACCOUMTS 


107 


at site’ in the works account. No further adjustment is necessary 
when materials are actually used up on the work. The detailed 
control over unused materials can be exercised by means of the 
numerical account in the ‘materials at site’ accounts in P. W, A. 
form No. 36, vide paragraph 297. 

(J) T.n the case of major estimates which have the suspense 
head ‘materials at site’ in the works account, the value of materials 
as they* are issued, should be posted in P. W. A. form No- 34 
grouped according to the sub heads of issue. At the end of each 
month, the total of the issues under each sub head should be 
' charged under the respective subhead of the works abstract, by 
credit to the suspense head ‘materials at site-’ 

Note : Materials a' ready brouglit oa to the site o£ work and acoounted for as 
rooeipts in the site acomuits, should be shown as minas reaeipta in the 
Baine when they ar^ transferred to stock or to another work «tc. . 

Xb) Disposal oj surplus department materials, 

312 . {a) Materials issued to works in excess of requirements 
may be transferred to other works if they are required or to stock 
provided they are serviceable and certain to be required. 

(6) All surplus materials at site of work transferred to works 
in progress or brought. to stock account in accordance with para 509 
©f the P. W* Department Code should have their value credited to 
the work to which they were originally issued and debited to the 
work to which they are transferred or to stock account, as the case 
may be. 

(c) Al list of surplus materials not disposed of under 
clauses (a) and [b) above should be maintained in the sub division 
offices as a supplement to the half yearly stock returns, unless the 
Chief Engineer considers this unnecessary. 

(J) Materia Is returned to store or transferred to other 
works should be priced within current market rates, any resultant 
loss being borne by the Avorfc to which they were originally issued 
and the disposal of materials being shown in the materials at site 
accounts also. 

(e) The loss by the disposal of surplus materials at less than 
the book value tvide p.ar.igraphs 604 (i) and 624 (ii) of the P. W. 
Department Code; should be debited to the work for which the 
stores were originally purchased. 

Note : These rules do not apply to surplus material^ which were originally pro • 
* cured by contractors for themaelres or weie issued to them and charged 
off to their accjunts under paragraph 301: (see paragraph 309 ) 

(<;) Verification of unused halanees, 

313. Unused balances of materials charged direct to works 
should be verified a>. least once a year in the manner prescribed in 
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paragraphs 495 and 496 of tho P- W. Department Code. Whenever 
this verification is made, a report of verification of the materials 
should be prepared by the Sub Divisional Officer in P. W. A form 
No. 34 and submitted to the division office. The following instru- 
ctions should be observed in preparing the report : 

(а) The closing balance (total of receipts and balances 
minus the total issues up to end of the month) should be entered 
against line B in the form and the diffe-ences, if any, bet'vfeen this 
balance and the actual balance as verified against line D. 

(б) The quantities of principal items of materials probably 
used in work should be noted against line E. These should bo 
calculated on the basis of the ‘progress’ of work done on each sub 
head, such authorised formula being adooted as may be approved 
by the Chief Engineer, 

(c) Deducting these quantities from rhe total quantities of 
the materials issued to the work as per line A of the folm, the 
paper balance of the unused materials should next be arrived at 
^■'id set forth against line P. 

(df) The report should then be completed by recording ag- 
ainst line G remarks explaining action taken (i) to adjust the dif- 
ferences as per lines D and F; (ii) if the work has been completed, . 
to disimse of the surplus balances as per line G and by signing the 
printed certificates applicable to the case and scoring out the others. 

(«) The differences as per line F may be due to (1) adop- 
tion of the method of determining the actual consumption, (2) un- 
reasonable wastage or (3) shortage in some other form. The dis- 
crepancies as per line D may be due to differences between the 
actual receipts or issues with those entered in the accounts, or to 
errors in measurements or in posting entries or losses of materials 
due to carelessness or neglect or fraud on the part of the subordi- 
nates. These differences, should be carefully investigated and 
adjusted in accordance with paragraphs 347 to 350. 

314. A similar verification of the unused balances of materials 
must invariably be made on the completion of a work, but on or 
before the completion of a work, when no more materials are re- 
quired for use in construction, steps should first be taken to dispose 
of all surplus materials by transfer or sale, so that (1) the accounts 
of the work may promptly receive such credits as may be admis- 
sible under paragraph 312 and (2) the balance at debit of the sus- 
pense head ‘Materials-at-site’ representing the unused surplus 
materials may be reduced to a minimum. 

On the completion of a work, the surplus m&terials at site 
should be disposed of without delay in accordance with paragraphs 
509 to 5ll of the Travancore P. W. Department Code. 
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315. I£ thr) Officer in direct charge of a work is t’-ansferred 
before the accounts of it are closed, the unused raaterhils at site of 
the work should be verified by the relieving officer jointly with the 
relieved officer and the report prescribed in paragraph 313 should 
be prepared by the Sub Divisional Officer and submitted to the 
Division Office. 

316 . A report is required annually of the value of materials at 
site of all works the accounts of which were open on the last day 
’of the official year. This report should be prepared in P. W. A. 

' form No. 34 and submitted to the Division Office in the manner 
prescribed in paragraph 314 as on completion of work, but it is not 
necessary that the balances should be verified at the close of the 
year, if 

(i) the work has been under construction for not more than 
three months, 

(ii) the accounts of the work are expected to be closed with- 
in three months, or 

(iii) the balances were verified at any time during the year. 

317 . Keports of verification of materials in form No. P4 pre- 
pared under paragraphs 313 to 316 should be dealt with in the 
Division Office in the manner described below 

(а) A register showing the clearance of the suspense head 
‘materials at site’ in the accounts of the work should be maintained 
in P, W. A. form No. 37. A separate folio of the register should 
be reserved for each work for which a ‘materials at site’ account is 
kept, and for facility of reference! the register should have an 
index. 

(б) Each report of verification in form No- 34 should be 
entered in part I of P, W. A. form No. 37 as soon as received. 

(c) The difference, if any, between the closing balance and 
the actual balance as verified-line D of form No. 34-sbould be re- 
corded in part II of form No. 37 and the paper balance of unused 
materials-line F of form No. 34- n part III of form No. 37. Part 
IV of form No. 37 is intended to show how the materials remaining 
unused, i. e. the actual balance of materials on completion, as per 
line C of form No. 34 are proposed to be disposed of. Parts I, II, 
and III should be operated on the receipt of each intermediate report 
of verification as well as of the final report, but Part IV on the 
completion of the work only. 

(d) Petty deficiencies and surpluses held to be due to the 
adoption of thq method for determining the quantities used in con- 
struction, may be adjusted under the orders of the Divisional Officer 
by debit or credit to the sub heads concerned, action being taken 
separately, if necessary, to make suitable revision of the method in use. 
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(e) Shortages and losses for which any contractors are held 
responsible should be adjusted by prompt recovery either in cash or 
by debit to their personal ledpr accounts. The recoveries should 
be credited to the work, a suitable entry being made in the works 
abstract also, to show the credit to the work. If they are re- 
coverable from other persons the debit should be transferred to 
‘Miscellaneous Public Works Advances’ by credit to the work by a 
transfer entry. 

(f) Other actual losses which are irrecoverable, ordered to be 
written off by a competent authority, should be borne by the work 
itself and should remain charged thereto. They should be tran^. 
ferred to the sub head “contingencies” or to the other sub heads 
concerned or even to a sub head opened for the purpose, as the case 
may be, according to the statistical value of the recorded cost of 
final sub heads of work. 

ig) Materials found in excess should be credited to the work, 
under the appropriate sub heads and shown as “Receipts” in the 
column “Materials at site” in the works accounts and also in the 
Materials at site accounts. 

(A) The cost of surplus materials which cannot be sold or 
transferred elsewhere and losses on account of the sale or transfer 
of surplus stores at a reduced valuation should be adjusted in the 
works accounts by a charge to the sub heads concerned by credit to 
the sub head ‘Materials at site’. 

Notb The adjustments in eJausee (f), (g) and (h) in the works looounts are only 
between the aub heads therein and do not affect the total outlay on the 
work. No adjustments therein are therefore required in the case of 
minor estimates for which no sub hoada are kept. It is sufficient if the 
correct verified balances are carried forward in the oases of (f) and (g) 
in the numerical site accounts for future purposes. 

D. Adjustments. 

318. In addition to cash payments and issue of materials, there 
are other transactions relating to ficcounts of work, which are of 
the nature of adjustments, usually recorded in the transfer entry 
book of the Division Office. The details governing the transactions 
are given In chapter VII. 

E. WoEKs Absibacts. 

[. Introductory, 

319. An account of all the transactions relating to a work 
during a month, whether in respect of cash, stock or other charges, 
should be prepared by the Sub Divisional Officer in one of the 
works abstracts forms- In the case of major estimates, a separate 
account should be maintained for each sub head estimated to cost 
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not less than Rs. 500 and in the absence of orders of the Divisional 
Officer to the contrary, the remaining sub heads should be lumped 
together. For such works and for those roiuor estimates for which 
the Chief Engineer may desire accounts to be kept by sub heads, the 
detailed form of works abstract A. P. W. A. form No- 31 should be 
used. For other minor estimates the simpler form of works 
abstract B. P. W. A, Form No. 32 .should be used in which the 
account of the final outlay is not kept by sub heads. 

The* estimate, account and completion certificate of petty works 
kre ordinarily prepared on a single form, petty works requisition 
* and account P. W. A. form No, HO and separate works abstracts 
are not necessary- But when the accounts of the work involve 
transactions which cannot be sui^-ably recorded in Part IV of form 
No 30, the accounts should be kept on the simple form of works 
abstract, form No. 32. 

(1) Percentage charges on account of establishment, tools 
and plant, and account and audit and pensionary charges levied on 
works expenditure, under rules 5 and 10 of Appendix II should 
not be shown in works abstracts and register.s of works, though 
they are eventually included in the cost of works. 

(2) The maintenance of works accounts by sub-heads in the 
following cases will be unnecessary. 

(i) When a work or sub work is executed entirely by one 
contractor irrespective of the value of work done, 

(ii) The Chief Engineer may dispense with the main- 
tenance of accounts by sub heads for any work if he considers that 
the circumstances of the work render such accounts useless or im- 
possible to maintain. In such cases, a copy of the orders, specify- 
ing the reasons should be forwarded to the Accountant General, 

320 . Ordinarily there should be one works abstract monthly 
for each working estimate, but if the estimate is for a large work 
which is divided into several sub-works, it will usually be found 
convenient to prepare a works abstract seprately for each sub 
work. 

II. Classification and Record of Final charges. 

(a) Major Ustimates- 

321 . The division of a major estimate into sub heads for the 
purposes of accounts is guided usually by the classification sanctioned 
in the abstract of the estimates. See para 209 of the Departmental 
Code. In all cases, miscellaneous charges of a general nature which 
do not pertain to any sub head in particular, may be treated as 
separate sub heads, being grouped under one or more heads, e. 
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‘works char^red establishment’ ‘contingencies’ etc. See paragraphs 
Il7 and 221 of the Public Works Department Code. 

(1; When the number of heads of an estimate is large, it will 
be convenient to assign a number to each sub head and to prefix 
this number to the name of the sub head, wherever it is used on 
vouchers, works abstraecs, registers of works or other accounts. 

322. After a major estimate has been sanctioned, it may be 
decided to make a change in the method originally contemplated for 
the execution of the work. In such a case, the orighiS] abstract 
should be recast in accordance with paragraph 209 of the Public 
Works Department Code. The details of coat and quantities already- 
approved by competent authority should be rearranged and the re- 
vised abstract should be approved by the Divisional Officer and 
thereafter treated as the sanctioned abstract of the estimate for all 
account purposes. 

323. If the number of sub heads in the working estimate for a 
work or sub work is large, it is permissible to break up the estimate 
into two or more parts and to treat each part as a sub work for the 
purposes of accounts ; but no part of an estimate can be separated 
from the rest, if any contract for the execution of the work con- 
nected with it covers also work connected with the other parts. It 
is advisable to adopt this course if one or more pans of work or 
sub work are completely executed long in advance of the others and 
no useful purpose will be served by keeping open the accounts of 
the completed parts. 

324. (a) The account of each sub head in the works abstract 
ihould ordinarily exhibit 

(ij ‘amount’ i. e. total charges finally classified under the 
sub head ; 

(ii) ‘progress’ i. e. total quantities executed from time to 

time ; aud 

(iii) ‘rate of cost’ i. e. cost per unit on the basis of the re- 

corded ‘amount’ and ‘progress’ 

(b) In the case, however, of sub heads, which have been 
lumped together under paragraph 319 above, or sub heads repre- 
senting items of work which cannot be expressed in quantities, no 
quantities are shown in the abstract of estimate and the record of 
‘progress’ and ‘rate of cost’ in the accounts is not necessary, tha 
entries in the amounc column being sufficient 

(c) In other cases, the ‘progress’ and ‘rate of cost’ should be 
recorded in the accounts both during the progress of construction 
and on completion of work, but the monthly record thereof under 
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any sub head may, during the progress of construction, be dispens- 
ed with in the following cases under the written orders of the Divi- 
sioual Officer which should strictly show reasons ; 

( 1) If the duration of construction under the sub head is not 
expected to be more than three months. 

(.2) If the quantities executed are not in the same units as 
specified in the estimate or they cannot be expressed even roughly 
except on or towards the completion of the work. 

325 . The charges classified under a final sub head should in- 
clude all ordinary expenses incidental to construction. If any 
part of a work is pulled down and rebuilt to any serious extent, 
the extra charges for construction should ordinarily be debited to 
the sub head concerned unless they are recoverable from the con- 
tractor under the terms of his agreement. But, if the amount in- 
volved be so large as to affect sensibly the cost or rate of the 
sub head, it may be debited to the sub head ‘contingencies' ins- 
tead or with the sanction of competent authority, to a new sub head 
additional to the originally sanctioned sub heads of the estimate. 

326 . In the accounts of Major estimates, a final sub head en- 
titled ‘additional charges of materials issued to contractors’ should 
be opened if the system of issue of materials to contractors has 
been adopted, and the rates charged to the contractors therefor 
under paragraphs 302 or 303 as the case may be, are either more 
or less than the actual cost to Government This sub head should 
bear all losses on this account and receive credit for all profits as 
explained in paragraph 306. The carriage and incidental cha»-geB 
in connection with the materials issued to the contractors should 
also be debited to this head, if under paragraph 364 they are 
chargeable to the work. 

327 . If any receipts or recoveries are credited under the 
rules to the account of a major estimate, a special sub head should 
be opened in the works abstract for the reception of all such credits. 

(b) Minor Estimates 

328 . If the Chief Engineer requires that the accounts of a 
minor estimate should be kept by subheads {vide paragraph 319) 
the rules in paragraphs 321 to 326 shall be followed. In the case 
of a minor estimate for buildings, bridges and other structures, 
if the transactions relating to the direct issue of materials are of 

importance and it is desirable, with the object of exer- 
cising control thereon, to record their cost separately in the ac- 
counts, the procedure prescribed iu paragraph 311 in respect of 
major estimates, may be adopted and a column opened for the sus- 
pense head ‘materials at site’ in the works abstract. In all other 
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cases, the accounts of ali final outlay on a minor estimate should 
be kept in a single column, headed ‘final charges’ in works abstract 
.P, W. A. form No, 32. 

111. Suspense Accounts. 

(a) General 

329. lu addition to the head *fi.nal charges’ or the final sub 
heads in the case of major estimates, a few suspense accounts are 
opened in works abstracts to record transactions of a temporary 
character which are either not adjustable as final outlay in the „ 
accounts of the works concerned or the correct classification of 
which cannot be immediately determined. These accounts are ; — 

(i) Materials at site for the record of the receipt and 
issue of materials, 

(ii) Contractors secured advances for the record of se- 
cured advances and their recoveries, 

(iii) Contractors— other transactions for the record of all 
other debits or credits to contractors awaiting settlement , and 

(iv) Labourers tor the record of unpaid wages of labour- 
ers and of their subsequent payment, 

(b) Materials at site 

330 The suspense account ‘materials at site’ has already been 
referred to in paragraphs 306 and Sll. This sub head should be 
opened in the works abstracts of major estimates- It may also 
be opened in the case of minor estimates if the transactions are 
of sufficient importance vide paragraph 

331 . Secured advances made to a contractor under para 288 
should not be charged off as final outlay on the work or under 
any sub head of it- A suspense head ‘contractors- secured advance’ 
should be opened in the works abstract in forms 31 or 32 as 
the case may be for the record of secured advances and their 
subsequent adjustment. 

(c) Contractors,^’ & Ltahour ers,” Accounts 

332. Advances made to contractors and suppliers under para- 
graph 335 of Public Works Department Code, whether on the 
security of materials or otherwise as well as all recoverable pay. 
ments made under proper authority to labourers and others on 
behalf of contractors, should be treated as advances made on ac 
count of work concerned They should not be charged to the 
general suspense head ‘miscellaneous P. W. advances’ but incorpo- 
rated m the workti abetract an susDoiise 
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‘contractors — secured advances’ is intended solely for advances 
made to contractors, on the security of materials brought to site, 
under sub para to paragraph 288 of this Code and the head Con- 
tractors — other transactions’ should be used for all other transac- 
tions. 

333. The head ‘contractors --other transactions’ is intended also 
for watching the ultimate payment of unpaid balances of contrac- 
tors’ accounts. Similarly the head ‘labourers’ is meant for the 
clearance of unpaid wages of labourers. If a running account bill 
6r muster roll is only partly paid, the total amount due thereon 
*a« value of work done or supplies made should be brought to ac- 
count in the works abstracts as tinal charges or expenditure on the 
sub heads concerned, and the amount remaining unpaid should be 
shown as a minus entry in the appropriate suspense column ‘con- 
tractors — other transactions’ or labourers. 

334 . The forms Nos, Bland 32 works abstracts provide a colu- 
mn for each of the suspense accounts enumerated in paragraph 329. 
The use of the head ‘materials at site’ is explained in paragraph 
31 1 and the foot notes printed on the forms of the works abstracts 
explain the mode of making both original and adjusting entries 
under the other suspense heads- 

335. If any wages of labourers remain unpaid after the com- 
pletion of the work, the accounts of the work may be kept open for 
a period of one month, which may be extended to three months 
at the discretion of the Divisional Officer. Thereafter the accounts 
of the work should be closed, the balance under the suspense head 
‘labourers’ being left unadjusted. This amount should be shown 
in any completion report or statement that may be prepared under 
the rules in paragraph 354, Chapter II of the Public Works De- 
partment Code, by a special remark, as a liability against the work 
and it should be excluded from the total final expenditure on the 
work so as to arrive at the amount actually brought to account, 

(1) If unpaid wages of labourers are claimed and paid sub- 
gequeWytothe closing of the accounts of a work, the payment 
should .ordinarily be charged against a fresh estimate under the 
same head of service as the original work, a suitable note being re- 
corded by the Divisional Officer against the closing entry relating 
to the original work in the register of works. Where, however, it 
may prove more convenient, the accounts of the work may be re- 
opened at’ the discretion of the Divisional Officer. 



116 


WORKS ACCOUNTS 


[chap. XX 


336. The account of a contractor should be closed as soon as 
his contract is completed. If he delays to receive final payment for 
more than one month after the final bill has been passed, a note to 
this effect should be recorded on the bill, the account of the work as 
passed on the bill should be incorporated in the works abstract on 
the authority of the bill and the balance due to him should be re- 
moved from the accounts of the work by credit to the head ‘Reve- 
nue Deposits’ to be dealt thereafter under the rules relating thereto* 

(1) If the final account of a contractor shows that hd' has al- 
ready been ovei'paid or that the account closes with a balance due- 
by him, the acccunt should be settled by a recovery in cash o^ - 
otherwise ; but if an immediate recovery is not practicable, the 
balance should be removed by debit to the head ‘Miscellaneous P, 
W. Advances.’ 

337 . Disbursing officers are responsible for keeping a strict 
watch over the balance under the suspense accounts ‘contra ctors 
and * Labourers’ with a view to nrompt adjustment by recovery, 
settlement of account or detailed measurement, as the case may 
be. For this purpose the statement headed ‘detail of contractors’ 
closing balances’ and the suspense head ‘labourers’ in the works ab- 
stracts should be examined monthly. Subject to the provisions of 
paragraphs 335 and 336, these accounts should be cleared before the 
accounts of a work can be closed on completion. 

IV. Liabilities awaiting Incorporation. 

338 . Liabilities are not incorporated in the accounts of works 
except in the following cases . 

(a) Unpaid balances of partly paid running account bills or 
muster rolls are invariably incorporated, vide paragraph 333. 

_(b) The value of materials received from sources other than 
stock (including manufacture) whether for issue to contractors or 
for issue direct to works is at once brought into the account of 
works even though payments to suppliers and adjustments credit- 
ing the transfer accounts concerned, may not be' made at once, 
vide paragraphs 300 and 306. 

(c) Wholly unpaid muster rolls and bills of contractors and 
suppliers are sometimes tiken to account, vide paragraphs 335 
and 336. 

Disbursing officers are, however, responsible for keeping a 
strict Watch over all liabilities with a view to settle them promptly. 
Money indisputably payable should never be left unpaid. . It is no 
economy to postpone inevitable payments, and it is very important 
to ascertain, liquidate and record the payment of all actual obliga- 
tions at the earliest possible date, vide Article 88 of'the Financial 
and Account Code. 
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339. I£ any liabilities o£ works are incurred on behalf o£ con- 
tractors under the provisions of paragraph 287, arrangements 
should be made £or withholding sufficient balances from their 
bills or for making necessary recoveries from them in due course. 
On the analogy of the rule in paragraph 262, all records on the 
authority of which liabilities may be liquidated or incorporated 
in ^ the accounts should invanably specify — 

(i) the full name of the work as entered in the estimate, 

(ii) cho name of the sub head thereof, if any, 

(iii) the recoverable charges, if any, with the name of the 
.contractor or other person from whom recoverable. 

V. Record of progress. 

340. Entries of progress’ in the works abstracts {vide para- 
graph 324) should be supported by details in the statement provi- 
ded for the purpose in the works abstract form. These details 
should be furnished by the Engineer or the subordinate in charge 
of the work or by any executive officer or subordinate detailed for 
the purpose, and should be based on entries already made in the 
measurement boo'’. Their compilaticgi from measurement books, 
vouchers or other records, by members of the office establishment 
should not ba permitted. The following points should be specially 
borne in mind . — 

(i) Only ‘quantities’ actually measured and paid for 
should be reported as ‘progress.’ 

(ii) The progress reported should specify the quantities 
executed up to date, sets of earlier measurements covered or super- 
seded by later ones being ignored. 

(iii) The progress of an item of work should be so report, 
ed as to describe as approximately as possible, in terms of the unit 
adopted, the quantities of work executed up to the required stan- 
dard. 

NOTE, It is recogolscd that perfect acourtiCy oau not always he secured 
in making intermediate reports of piogress, A fairly reliable 
reooid is all that is necessary hut if the nature of the work 
makes it impossible or diffieult to achieve this in practice^ 
^ repot ts of progress may be dispensed with in cases covered by 

paragraph 324- 

VI. PreparatioTip Gompletion and disposal oj 
works abstracts* 

341. The works abstract should be pn pared in the sub divi- 
sion office in the first instance. It should be posted day by day 
Irom the cash book and the connected bills of contractors and sup- 
)liars, cash refunds being posted as minus entries. At the end of 
he month, stock and adjustment transactions should be added. 
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When the form of the works abstract contains the column 
materials at site, the charges debitable to the work on account of 
materials should bs posted in the receipts column of the suspense 
head ‘materials at site’ from the cash book and connected bills day 
by day or from the transfer entry book and t took registeys at the 
end of the month, as th^ case may be. When materials are issued 
to contractors, the cost should bo credited then and there under the 
sub head ‘materials at site issues’ or under the final head in 
the case of minor estimates, by debit to the head ‘contfactors- 
other transactions’ even though the debit to the work on ac- 
count of materials may be made later on, vide paragraph 306 , 
In the case of departmental works, the suspense head materials at 
site, may be cleared at the end of the month through the materials 
at site accounts by debiting the cost of materials to the respective 
sub heads for which rhc-y have been issued by credit to the sus- 
pense head materials at site. 

In the detailed statement provided for the purpose, quantities 
of work executed should be posted from measurement books or 
other sources and the closing balances of contractors’ accounts 
should be detailed so as to prove the correctness of the up-to-date 
totals under suspense head (i) contractors— secured advances and 
(ii) contractors— other transactions. The balance at the debit of 
the Suspense head ‘materials at site’ in the works abstract should 
be reconciled with that in the detailed account in P. W. A. Form 
No- 34. The closing br.lances arrived at under the suspense head 
‘labourers’ in each case should be agreed with the connected record 
of unpaid wages and its correctness should be certified over the 
dated initials of the Sub Divisional Officer. The works abstracts 
should then be forwarded in original to the Division Office where 
(;he necessary completing entries will be made in respect of |the di- 
rect charges and adjustment made by i.he Divisional Officer and 
the abstract checked and closed under the supervision of the Divi- 
sional Accountant, who should record a certificate in the following 
form . — 

“This abstract has been checked by me. I have personally 
compared all the i'ems in the ‘details 'of contractors’ closing balnnccs 
with the contractors’ ledger and found them correct.” 

(1) The posting of stock and adjustment transactions may, 
if preferred, be done entirely in the division office. 

(2) Postings made in the sub division office should be in 
black ink and all postings and corrections made in the Division 
office in red ink. 
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(3) Office copies of "works abstracts need not be kept, as the 
originals are returned by the division office after completion. Before 
the works abstracts are sent to the division office, the up-to-date 
totals should be entered forward in the return for the following 
month and these should be corrected, if necessary, on receipt back 
of the works abstracts from the division office. 

342. When finally completed in all respects, all the works 
abstracts of a month should be examined by the Divisional Offi- 
cer and any explanations necessary called for from the bub Divi- 
sional Officer. The monthly examination of works abstracts is an 
important part of the duty of the Divisional Officer and must 
not be omitted. Ho must initial and date them in token of the 
performance of his duty. 

F. Register op works. 

I, Foy^s oj registers of works ^ their preparation. 

343- (a) The permaneut and collective record of the expendi- 

ture incurred in the division, during a year, on each work is the 
register of works. This record is maintained in the division office. 
The object of this register is to get an analysis of the cost of sub 
works and sub heads, the rate of cost of work, and to foresee as 
far as,' possible excesses over estimates. 

(b) There are two forms of registers of works" correspond- 
ing respectively to the forms of works abstracts. The detailed 
form No. 39 should be used for major estimates and the simple 
form No. 40 for minor estimates. In respect of petty works the 
expenditure may be recorded in the register of works for minor 
estimates. 

344. The registers of works are posted monthly from works 
abstracts . A separate folio or set of folios of form No. 39 should 
be assigned to each major estimate, but entries relating to two 
minor estimates can be made in a single page of formT No. 40. 
When separate works abstracts are prepared, under paragraphs 320 
and 323 for ihe sub works or parts of a major estimate, the tran- 
sactions relating to each works abstract should be posted separa'tely 
and an abstract for the entire work should be prepared on a sepa- 
rate folio or set of folios for comparing the cost of the work and 
its sub works with the provision in the estimate. 

The following instructions should receive special attention. 

(a) The register of works is not a classified account of 
Works j for facility of reference it should be supplied with an 
index which ^Irbuld be sub-divided under the prescribed heads of 
account classification. 
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(b) The sanctioned amount of estimate should be entered 
in respect of each work. When supplementary estimates are sanc- 
tioned, the additional amounts satictioned should be entered below 
the corresponding amounts of the original estimate and both 
totalled. But when a revised estimate is sanctioned, the 
register of the original estimate should be closed and the 
revised estimate should be entered on a fresh folio, pro- 
minently marked ‘‘revised estimate” in red ink, and a refere-nce to 
the folio on which the original estimate is to be found should be 
entered thereon. 

(c) In the case of works for which specific appropriations 
are sanctioned individually, vide paragraph 91, the amount of appro- 
priation for the year should be noted in the register at the top of 
the page, any additions or deductions made during the year being 
noted in the same place. 

(d) The blank vertical column in form No* 39 should be uti- 
lised for the final sub heads of the estimate and for as many of the 
suspense heads as may be operated upon, but the sub columns for 
‘quantity’ and the horizontal columns for Tate of cost’ should be 
left blank in respect of sub heads for which there are no quantities 
in works abstracts vide paragraph 324. 

(e) In form 40, final charges on works should be posted in 
the column ‘total value of work done’ and the single column ‘sus- 
pense accounts’ should embrace the transactions under all the sus- 
pense accounts. 

II. Examination bx divisional obbiceb. 

345 . Before the date of submission of the monthly accounts to 
the Audit Office, the posting of the registers of works should be 
completed and the registers should then be laid before the Divisional 
Officer for review. The monthly account of each work on which 
there has been expenditure during the month should be initialled 
and dated by the Divisional Officer in the column set apart for the 
purpose, in token of his having examined the entries and found 
them correct. Actuals as well as probable excesses, whether in 
the total cost of a work or sub head or in the rate of cost of a 
sub head, should receive special attention and works slips in form 
No. 38 should be prepared and submitted to the Chief Engmeer 
when necessary, vide paragraph 84, Chapter I of the P. W. De- 
partment Code. 

(1) If the transactions of a division are very large, the Divi- 
sional Officer may allow an extra per icd of a few days for the 
completion of the registers of works, but the submission of the 
monthly accounts to audit and the completion of the works abs- 
tracts (paragraph 341 ) should not be delayed on this account. 
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(2) It should be seen, with special refereoce to works on 
which there have .been only petty or no transactions during the 
previous two or three months, i£ there are oircumstances justifying 
the retarded progress of expenditure. If any such works have 
been stopped or are known to be nearing completion, the delay in 
closing these accounts should he enquired into, see also pm^^aph 

346. If the slow progress of expenditure is due to -delays in 
measuring work done or in settling up Mils the camse at work 
should receive attention. 

(3) In the case of workshops, the Su^rint^dent should 
lee that the register of workshop jobs is* posted- up-to-date. He 
should also test check the entries in the case of at least *5 per cent, 
of the jobs under execution and record a certificate to that effect. 

111. Cl&9ing tke aeeewiti «n cmt^tion va>rh 

(a) Settlement of liabilitieB and assets, and clearance 
•Qspemse accounts. 

346. It is an object ^ great iaportanoe to close the jaccounts 
•of wcarks aa soon as possible aftOT the adaud. woHc of construction 
is completed, vide paragraph 85 of the P. W. Department Code. 
If there is necessarily any delay in dosing the accounts, it shcmld 
be seen in particular that further charges are not incnrr^. without 
the pernuBsion of the Divisioiml Officer* 

347. Before the accounts of a work can he closed on - its com- 
pletion, It should he seen that any adjustments of cost necessary 
under the rules e. g- paragraphs 180 to 187, Chapter 11 of the 
P. "W. Department Code, have been duly made in the accounts, that 
all liabilities not originally brought to account have either been liqui- 
dated or since brought to account and that .the balances under the 
suspense accounts ‘contractors* and ‘labourers’ have been cleared, vide 
paragraphs 384 to 337. If the whole orany pmrt of the expendi- 
ture on the work is recoverable from another department, local 
body or individual, action should he taken to effect or con^lete the 
necessary recovery before ihe accounts of the work bre dosed. 

348. The steps to be taken to clear the suspense head •materl- 
alsat site* have ,bemi detailed in farags?qih<s <312 to 314 ^d 817. 

34I>4; rrite sub head i*additional ^a^es for materials issued to 
contractors' vidt para 326 should veeeive the special attention of 
die Divisional Officer who should, if necessary, investigate large 
closing balances under this head before permitting the accounts of 
the work to be’closed. It 'is not necessary 5te clear tbis head by 
teansfercing the charges booked und^ it to. other final sub heads, 
bdt i^fite (Mf;i losses which are not clearly traceable to httovrq 



122 


WoiiKs ibdotlrifs 


[cfiAr. 


differences between the rates chargeable to contractors and the 
actual cost to Government, should not be accepted as correct with- 
out closer examination. 

350. The accounts of annual maintenance estimates must be 
closed on the last day of the last month of the working year for 
the purpose. Ordinarily it should be possible to complete all the 
repair work and. to settle the accounts of contractors and other sus- 
pense accounts before the expiry of the working year. If, in any 
exceptional case, any work remains to be done, and, in accordance 
with paragraph 254, Chapter II of the P.W. Department Code, itis 
proposed to carry it on to completion, action should be taken as 
under ^ 

(i) The expenditure incurred in the next working year 
should be treated as en^enditure against the annual maintenance 
estimate for that year. 

(ii) The suspense accounts of the work should be closed 
in the last month of the working year, by transferring the balances 
of all those accounts to the general suspense accounts ‘miscel- 
laneous P. W. Advance’ or ‘Public Work deposits,’ as the case may 
be, which should be relieved in the following month by re-trans- 
ferring the balances ' to the suspehse account concerned in the 
accounts of the maintenance estimate for the nest working year. All 
unsettled liabilities and assets should then be treated as those per- 
taining to the next working year’s estimate. 

(b) Closing entries and review of enpenditurs. 

351. {a) When the work is completed and the accounts of it 
have been settled and written up as indicated in paragraphs 3l7 and 
347, a double red ink line should be ruled below tho final entries 

and a note made in red ink ‘work completed in This 

note should be signed by the Divisional Officer in token of his 
satisfying himself that all action has been taken under these para- 
graphs. It will be the authority for treating the accounts of the 
work as closed, and a work should not be reported as completed in 
the division accounts unless this authority has been placed on 
record, \ 

(5) If it is a deposit work, steps should be taken promptly 
to surrender the unexpended balance, if any, of the denosit with 
the approval of the Divisional Officer. 

(c) Excesses over Estimates, 
d) Excesses passed by the Divisional Officer, 

352. If the total expenditure on the work is in excess or toe 
S,anctioned estimate, and the excess is passed by the Divisional 
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Officer under his powers, .the*, words ‘exciasa passed by me’ should 
be added to the completioh note under paragraph 351. 

(ii) Completion reports 'and estimates. 

353. It, however, the excess is not within the Divisional 

Officer’s powers to deal with, a detailed completion report in 
P. W. A, form No- 43 should be prepared or the item should be 
included in a consolidated completion statement of works and 
repa'rs in form No, 44 as may be required under the rule in para> 
graph 354, chapter II of the Public Works Department Code. The 
completion note in the register of works should then be amplified 
thus ' . « ■ 

‘Works completed iu completion report/statement submitted 
with this office letter No. ■ dated The 

orders passe! subsequently by hi^Cr authority on the excess re- 
ported in the completion iStatement or report should be noted in the 
register of works to complete the record. The completion statements 
and reports received after admission in the Accountant General’s 
Office, should be arranged h^d-war and carefully filed in the divi- 
sion office. ' 

IV. Cometion of errors after closing of account s^ 

354. Should an error or ppanaission in the recorded expenditure 
of a work come to light after its accounts have been closed (see 
paragra|di 85 of the P. W. Department Code), the account may be 
reopened in order to rectify the error or omission unless the amount 
involved is not more than ten rupees in which case it will be suffi- 
cient to make a note of the error or omission in the relevant docu- 
ments concerned. 

G. CoNTBACTOBS’. LxDOKB. * , 

I. Form and use of the ledger. 

355. The accouuts relating to contracts should be kept in the 
contractors’ ledger P- W. A. form No. 42, a separate folio or set of 
folios being reserved for aU the transactions with each contractor 
for whom a personal account is maintained, vide paragraph 356. 

356. Except in the following case, a personal account should 
be opened in the ledger for every contractor whether or not a 
'formal contract has been entered into with him. 

If the work or supply entrusted to him is not important and 
no payment is made to him except on a first and final bill, fomi No, 
23 on completion. If any materials are issued* to .»tiie ©Dntractor 
or any payments made on his behalf, a ledger account must be 
opened. - . / , .i, 

Notb. — perBOnal ledger aooouniB need, howevert be maintained in the case 
of payments m«do to potty labour epgaged iu tins P* 
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II. Ledger, 

357. The contractors’ le<iger should be written up in the divi« 
sion office. It is not necessary lor the sub divisional officer to 
T nnintftin a simikt ledger in hk office^ but if he maintains one the 
Divisional Officer may not require him to furnish extracts there- 
feom. 

AcareipoDiib^ th« olearatice from 
work! Mcomiti of *11 outstandizigB against oontraotors^ ride para- 
graph (b)» a list of balaoaea duo to and from pieoe \«(n:kera and^ 
«oatraotof«iah<ml4ttoetora boEDttiiitaiQed by themt and this may* 
preferably bo done in the lame form M the oontraatore' ledger. 

358. Except when a ccmteaotor’s account is to be closed' an3 
the procedure prescribed in paragraph 386 is observed in respect of 
unpaid bills* Ehe value of work ^ne or supplies made by a contrac- 
tor should not (xedited to his account until his bill has been 
passed and payment made thereon. Debit entries in the ledger 
^ould be made only on the basis of ttransaetions recorded in the 
accounts, the'poatii^ being made from the supporting cash, stock 
or adjustment vouchers ; liabilities not yet liquidated should be 
excluded altogether. The vslue of materials,, if any, issued to a 
contractor 'under paragraph 801 or* 303 should be debited to his 
account on the authority of his acknowledgment, see paragrah>h 
506. 

Security deposits of contractors shduld not be inchidCd in 
their personal accounts in' the ledger, vide paragraph 417. 

359. (u) The form of ^ ledger provides for the following 
columns : — 

Particulars of ermeendier, 

1. Date 

¥oacber nawdier 

3. SerkI nnmbec, if a running account loll. 

Net transactions detailed hg suspense heads. 

4. Secured advances 

' 5. 'Other transactions 

6. ' Name of work or account and particulars of ^ tran- 

sactions. 

Groes WofMOdions. 

7. 'Debitn 

&> t ^Qcedita 

9. Total value of work or supplies. 

* Itemuki. 
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(J) Orfuflms 7 «id 8 cooslitote the ledger account proper 
and columns 4 and 5 set forth the net effect of each posting on the 
two susp^se heads making up the account. Column 9 is also not 
a part of the personal account but will be found useful for the pur- 
pose of exerelsing a check over the continuity of bills in the das« 
of running accounts. 

(c) Columns 1 to 3 and 9 require no explanation. Instrue- 
tions for filling in columns 4 to S in the case of parsonal accounts 
are giveh below : — 

• (i) Column 6— Name of work etc. Here should be en- 

.tered the full name of the work to which the bill or voucher relates 
except in the case of snppKers’ MUs when the name of the acconnt 
concerned, stock or purd^es, should be stated.^ Brief particulara 
describing the nature of the transaction should then be added, and 
against the line should then be posted, in the money oolumns 4, 

7 and B, the figures relating to the transaction only. Wh^ a 
deduction made from a contractor’^ bill for one work is creditable 
to the aceoilnt of another' work, - and such credit is in conuection 
with his oontraet for the latter wMdc, two distinct seta @£ ei^riei 
should be made in. the ledger one lor the payment made on aoeount 
ol the former work and the for die recovery creditable toi the 
latter, as if that recovery had been made in cash. The aetcond set 
of entrie»' should -be ptosted in a. separate line, in ccdumns hand 
& f^sdnst the name of the work concerned. 

' Note.— I f there are sereral contmotiin oonm(Mm wi^ a work or aoeounta* 
^the traBBactiona relating to each ahottld be diadnguMied 
qiiotin^ the noinber and date of a^eemenfc or work order- 

(ii) Column 5 — Other transactions. In the case of run- 
uag account bills, figure G of the- memorandum of payments should 
bp posted in this column. If a payment is made on a first and 
fin^ bill, P. W. A. form 23, no entry should be made in this 
column unless a recovery is made from the contractor on any 
account. In the case of transactions other than these, the anwunt 
paid or recovered should be entered. 

(iii) In cobimna 4 and 5, debits to contractors should be 
postjed as plus entries and credits as minus entries. 

(iv) Column 7— Gross transactions— debit. If it is a run- 
ning account bill, figure H of the memorandum of payments should 
be posted in this column, otherwbe the total amount paid or charge- 
able. 

^.v) Column 8 — Gross transactions — credits. Here should 
be entered the value of work or supplies creditable to the contractor 
wIfkii wiU be figure ? in the o^se of running acoouiit hiUst 
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(vi) Column 9 — Total value of work or supplies. In the 
ease of running account bills, here should be entered the total value 
of work done or supplies made op to date as per figure A of ac- 
count 1 of bill but before posting the bill it should be seen that the 
figure shown in accbunt 1 of it as “Deduct value of work shown on 
previous bill” agrees with the last entry in column 9 of the ledger 
against the work concerned. In token of this check, this last entry 
in column 9 should be initialled (and dated) by the Divisional 
Accountant. 


III. BALAnUINO AND BICONCILUTION. 

360. The ledger accounts should be closed and balanced month- 
ly. The closing balance of each personal account should be detail- 
ed so as to show, in respect of each separate work or account (stock 
or purchases), the amount outstanding if any under each of the 
suspense accounts (i) seeured advances and (ii) other transactions 
with a quotation in each case of the last running account bill and 
of all the vouchers supporting unadjusted outstandings under 
other transactions not incorporated in the last running account biU. 
In the case of running account bills, those balances can easily 
be ascertaiUed from the memorandum of payments of the 
bill or bills referred to and it will be found convenient in practice 
to make a note of the outstanding balance of each bill in the ledger 
when posting the bill, so that at the end of the month the closing 
balance of the ledger account may be verified with the net result of 
the details already recorded. 

361. The Divisional Accountant should be held responsible for 
the correctness of the contractors' ledger and for securing agreo* 
menta month by month between the balances detailed in the works 
abstract and the corresponding balances of the accounts in the 
ledger. He should further see that there is no indication of a 
transaction pertaining to a running account having been settled on a 
form of bill not permitted to be used Cor the purpose, 

362. (a) P eriodically all the personal accounts in the ledger 
should be examined to see 

(i) that the balances do not remain outstanding for a long 
time without justification, and 

(ii) that in the case of running accounts, bills ape prepared 
at reasonable intervals. 

(b) Sntrles in column 9, total value of works or supplies, 
not bearing the initials of the Divisional Accountant recorded under 
pw®graph 859 c. vi should be reviewed in particular to ascer- 
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tain the cause o£ deky if any in the preparation of final bills. This 
examination must invariably be made before a volume of the ledger 
is laid aside on completion so as to ensure that all outstanding 
accounts in it are carried forward to a new volume. 3 : 

IV. ScBUTnrr or accodstb bt coNTBACrons. ^ 

' r 

363. A contractor requiring a copy of his running account 
bill or an extract from his accounts in the contractors’ ledger 
■hould be furnished with the same. He should be encourSged to 
look into his aceounts in the ledgers and sign it in token of his 
acceptance of it, 

H. ScHDBX Bulks. 

i. C<trnage and Incidtnttl Charge*. 

36 1. (a) Ths cost of carriage of stock materials to site of works 

and .all carriage charges in connection with the movement from 
place to place of other materials issued to or provided for a work 
specially should be charged direct to the account of the work, the 
exact classification of charge being as indicated below : 


Nature of isBma of 
' . iDuteri^ls. 

Head ehargeabU in th^ aooouBt 
of Work* " 

Isstieg to floiitrftotors duder 

'Final chargea & ike' CMe of 

S02 

minor estimates and additional charges 
for materials isaned to contraotora* in 

(ft) iSo the prbroiMd plftoe of 
delivery. 

1 the case of major eBtimstes. 

The personal account of con- 

Cb) Beyond the place of deli- 

tractor under the suspense heici 

very if inourred. 

tractors^other tranaaotions.* 

iL IscnleB to ootitraotoTfl adder 
paragraph 30 3^ 

do* do- 

!thefub.head to wkieh the coil 

Itl. tssfes direct to worki. 

of the naterialfl ia charged * 


(b) When surpl ns materisds are returned froma work to stock, 
tte cost of carriage should be borne, by the work, but if they are 
transferred to another work, the charge may be debited to either 
work a& may be equitable. - 

(c> Incidental charges connected wilii the movement of 
materials issued to or provided specially for a work or return there- 
from should,be adjusted in the same way as the cost of carriage. 

(d) In all Cases, the places from and to which conveyed, the 
distance, the quantity and the approximate weight must h? ck^rljr 
stated in the payment vouchers. 
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II. OhaBGBS fob THR ifiXA-MINATION OF SOIL. 

365. The expense attendant upon the necessary examination of 
the soil for the foundation of works ordered by competent autho- 
rity should be treated as outlay on storks and not as the contingent 
•barge, provision for -it being made^jnder the service head concern- 
ed in a requisition or estimate according to the sum involved. 

366* Municipal and other taxes on public buildings residential 
or non-residential, when chargeable to the Public works Department 
as the department in administrative control of the building should 
be treated as expenditure on repairs and debited to the maintenance' 
estimates of the buildings concerned. i 

When the P . W- D. entrusts to the^ncy of the Local Board 
the maintenance of Government buildings or roads, without trans- 
ferring the proparty to the Local Body, the payment made to it on 
this account .should be treated as a payment for work done by a 
auhtractor. If lump sum payment has been agreed upon, the pro- 
cedure for settling the account periodically, and for recording the 
cost of the work, may be simplified, with the concurrence of the 
Accountant General, provided •* 

(a) that a certificate that the work has been done in accord- 
ance with the conditions agreed upon is placed on the records by the 
Executive Engineer or a sub-divisional officer deputed by him for 
tbepnipose. 

(b^ thalt it the payment is made for a number of works, 
expenditure on all of which cannot be classified in the accounts 
under a single h^ad of account, the necessary detailed classification 
of the charge is set forth, and 

(c) that, as far as possible, the liability of a year is settled 
within that year. 

HI. Soon OF Sakction. 

367. The autbcwity granted by a sanction to aj) estimate is 
strictly liasHtedr "fey -"the- 'preeiee'' -el^eotS'fc r "w feje h *fee usthnatewrai 
intmided: tor provide. Accmdingly^ it is not permissible to apply, 
itrithaut the sanction of the competent anthdiuty. any antax^Hoted .or 
aetaaalsavingay wkethj^ 'duei to. the .abandQnmeut'of a part of ^w<Dl:k 
or to any other cause, on a sanctioned estimateof a dej^te* pcoiect 
itocanry out additional work not contemplated in the original pro- 
ject or fairly contingent on its actual execution. 

'368 a. Annual contributions recovered from local bodies or pri- 
vate parties which have been fixed as a specific sum without refer- 
pnce m the ac^mit actoally apwt by Government on certain works. 
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e. gf., maintenance of roads, bridges, hospitals. &c., taken over 
under Government control, or Government irrigation works, etc ^ 
should be credited finally in the accounts to the appropriate head of 
revenue vide statement A of Appendix I. The actual expenditure 
on the works will be charged in the P. W. accounts in the same 
manner as on other Government works . 

Note. — The Accoantant G-eneral will maintain a list of contributions recorerabl© 
annually and will watch the recoyeries in audit through the register of 
special recoveries* 

(b) In the case of contributions which are not fixed once for 
“all as.a specific sum but which are fixed on each occasion either 
with reference to the total cost of the work or otherwise as in the 
case of tank restoration scheme works, the contributions should be 
credited to public works deposits and the outlay iucurred should be 
charged against it in the first instance. After the deposit has been 
exhausted, any further outlay should be charged to Government 
under the relevant head of account, and any adjustment which may 
become necessary on the basis of the agreed share of coat in the case 
of tank restoration scheme works should be carried out just before 
the accounts of the works are closed. 
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CHAPTER S. 

Manufacture Accounts. 

A, Introductory. 

369* When materials are manufactured departmentally, either 
for the general requirements of works or for a particular work, a 
separate aocount, called a manufacture account must be kept of 
the transactions connected with each manufacture. 

370. The detailed accounts of the expenditure on a manufac- 
ture are maintained in the same way as the accounts of a work and " 
in addition, an account is kept of the quantities and values of the 
products of the manufacture. The two sections of the accounts are 
known respectively, as the ‘operation’ and the “out-turn” accounts. 

371. The ordinary forms of the registers of works are unsuita- 
ble for recording the progress of the transactions of a manufacture. 
P. W. A. form ifo. 41— Register of Manufacture, should be used 
instead. 

372. It is essential that the accounts of a manufacture shall not 
remain open indefinitely. If the operations are seasonal, the 
accounts of each season should be kept separate and closed as soon 
as the operations are closed. In cases in which operations are 
continuous, the accounts must nevertheless be closed periodically, 
but at least once a year, 

B. Operation charges. 

373. A manufacture account is charged directly with (1) the 
value of raw materials issued from stock or obtained otherwise ; (2) 
the cost of the labour employed j and (3) other incidental charges 
connected with the operations. 

374. The following rules apply to certain special incidental 
chargss ; — ■ 

(a) Capital charges, such as the cost of land, kilns, special 
plant, etc., incurred in connection with a manufacture which does 
not extend beyond a single season are debited wholly to the account 
of the manufacture. 

(b) Capital charges in connection with a manufacture ex- 
tending over more than one season should be debited, in the first 
instance, to a special account under the sub head ‘land, kilns, etc.,’ 
of the stock account. This account should also be charged with 
the cost of repairs and renewals of the kilns etc. All these charges 
should be recovered in suitable instalments by debitito the ‘opera* 
tion’ accounts of the several seasons, the number of insralnjents and 
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the amount chargeable for each season being determined on the 
merits o£ each case. 

NOTE 1. — The decision as to the suitable instalments whereby the ‘land, 
kilns etc.' account is to be cleared periodically, as given by the 
authority Eanctioning the initial charge should be recorded in the 
register of stock and not deviated from \vithout the further orders 
of that authority. 

Note 2 — when the land, kilns, plant etc-, acquired for departmental manu- 

* faoture operations are leased to a contractor of ‘the division or other 

person, the rent charged should be credited to this special account 
and not to revenue. 

(c) I£ the manufacture is undertaken on behalf of other 
divisions or departments, or of local bodies or individuals, a charge 
should be made on account of establishments and tools and plant, 
if leviab] e under the rules, vide, appendix II, for the outlay on 
works undertaken on their behalf. 

(d) Save as provided in clause (c) above, no charge is per- 
missible on account of the general establishment and ordinary tools 
and plant charges, or on account of interest on the capital cost of 
the land, khns, plant etc., though all these charges should be in- 
cluded in any pro-forma accounts of the manufacture operations of 
the division, which may be prepared under the orders of Govern- 
ment, with a view to compare the cost of articles manufactured de- 
par tmentally with the rates charged by supph'ers. 

375* The accounts of road metal digging are not treated as 
manufacture accoimts, but the charges connected with land quarries 
acquired for such oiierations should be dealt with in accordance with 
paragraph 224. 

C. Value of out-turn. 

376. A manufacture account is credited with the value of the 
manufactured articles and of the surplus materials sold or other* 
wise disposed of (paragraph 312.) 

377. The out-turn account referred to in paragraph 370 should 
show, month by month, the quantities and value of each class lof 
articles manufactured, compared with the corresponding figures 
rfiown ia the estimate (If any). The detailed account for each 
month should be prepared in form No- 33, out-turn statement of 
manufacture, and should be attached to the works abstract for the 
operation. 

378. The rates for valuing manufactured articles should be 
fixed as to represent, as accurately as possible, the actual cost of 
manufacture per unit, but should not exceed the market rates. 
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D, General Account. 

379 . A manufacture account is essentially a suspense account, 
as the cost of the operations cannot be cleared finally until they 
are closed. Manufacture transactions are, therefore, recorded 
under a distinct sub head, called ‘manufacture’ of the stock suspense 
account. 

380 . In the stock accounts, the manufacture transactions 
should be recorded thus ; 

(a) ‘Operation’ charges should be shown as receipts of stock 
under the sub-head ‘Manufacture’, charges representing value @f 
stock materials issued to manufacture being simultaneously treated 
as issues of stock under the- sub-heads concerned, 

(b) All out-turn should first be brought formally on the 
stock account, by crediting its value to ‘manufacture’ and siniulfii- 
neously showing the articles as receipts of stock under the sub- 
heads concerned. 

(1) If the rate at which any article of out-turn,, manu- 
factured for a particular work, is valued, is different from the issue 
rate of a similar article already in stock, the two articles should 
appear as distinct items in the stock accounts. 

(2) No storage ch&rge is leviable in respect of materials 
manufactured on behalf of other divisions, departments, local bodies 
and individuals which are formally passed through the stock accounts 
under this paragraph. See also paragraph 374 (c) 

381 . The difference between the ‘operation’ and ‘out-turn’ 
should be adjusted under the orders of competent authority before 
the accounts of manufactui'e are closed. If the orders issued have 
the effect of enhancing or lowering the value of the out-turn 
already brought to account, the adjustment will be made by a 
suitable entry (without any fresh quantities) in the out-turn state- 
ment form No. 33; in other cases, the loss or gain, as the case may 
be, should be taken to the expenditure or revenue head concerned 
by a regular transfer entry, which will affect the 'operation’ account 
only. In all cases, the total ‘operation’ and ‘out-turn’ should eq[ual 
each other on closing the manufacture account. See also ■nura.* 
graph 182 . 
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CHAPTER XL 

Suspense Accounts. 

A. Intboductoby. 

382 . The account of the minor head ‘suspense’ sub-divided into 
as many of the four heads named below as may be required is kept 
in eachr division. 

1 - Purchases 
2. Stock 

8. Miscellaneous P. W. Advances 
4. Workshop suspense. 

These heads are of<a temporary character and all transactions 
recorded under them are ultimately removed either by payment or 
recovery, in cash, or by adjustment. The transactions, therefore 
consist both of debits and credits, the latter being treated as reduc- 
tion of expenditure when making up the account. 

B. Purchases. 

383 . When materials are received from a supplier or from 
another division or department, their value should be credited to 
purchases — 

(i) immediately on their receipt, if they have been received 
for a specific work, so that per contra the cost may be included at 
once in the accounts of the work and those accounts, as well as the 
connected subsidiary accounts, may take cognisance of the receipt 
of materials at the earliest opportunity, vide paras 300 and 306 ; 

(ii) on closing the accounts of the month, if they have been 
received for stock and payment has not been made for them during 
the month so as to secure agreement between the quantity and 
value accounts, vide paragraph 172. 

384 . When the actual value of the materials is not known, it 
will suffice if an estimated figure is adopted, any difference being 
adjusted as soon as known, by a plus or a minus credit to purcha- 
ses, as the case may be. See also rule 1 to paragraph 885. 

385 . When the price of materials is paid or adjusted in trans- 
fer, the payment should be debited to purchases, and the outstanding 
credit thus cleared. 

(1) If the amount admitted in payment exceeds the amount 
credited to purchases, the difference should be charged direct to 
stock or to the work concerned. 
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386. Unclaimed balances in the purchases account should be 
dealt with in accordance with the procedure prescribed for deposit 
balances in paragraph 427. Paragraph 428 regarding the repay- 
ment of lapsed deposits applies mutatis mutandis to repayment of 
lapsed balances of purchases. 

387. The account of this head should be kept in P. W. A. 
form 61 suspense register, the details being recorded in a separate 
set of folios for each of the two headings (i) purchases 'for stock 
and (ii) purchases for specific works. 

C. Stock. . • 

388. The head ‘stock’ is opened in all divisions in which stocks 
of materials are maintained for general purposes, vide paragraph 
494 of the P. W. Department Code, In divisions in which no 
stocks are maintained this account should be opened only when any 
manufacture operations are undertaken. 

389- The money limit for the stock reserve of a division pres- 
cribed by the Government vide paragraph 494 of the P. W. Depart- 
ment Code, is meant to be applied to the value of materials acquired 
or manufactured for stock purposes only. Excesses over this limit 
are, therefore, permissible only when caused by unadjusted ex- 
penditure on manufacture operations connected with specific sanc- 
tioned works. 

390. The account head ‘stock’ is charged with all expenditure 
connected with the acquisition of stock materials and with all 
manufacture operations and with the expenditure incurred on stor- 
age- It is credited with the value of materials issued to works, or 
sold, transferred or otherwise disposed of, and the balance of the 
account represents the book value of the materials in stock plus 
the unadjusted charges etc., connected with manufacture plus the 
unexpended expenditure on storage. 

391. The sub heads of the ‘stock accounts’ are 

1 . Small stores 

2. Building materials 

3. Timber 

4. Metals 

5. Fuel 

6. Painters stores 

7 . House fittings 

8. Miscellaneous stores etc- 

9. Land kilns etc. 

10. Manufacture, and 

11. Storage. 
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392 . (a) The general account o£ the receipts, issues and balances 
of the suspense head ‘stock’ should be maintained in the suspense 
register, P. W* A. form No. 61- A separate account should be 
kept in respect of each sub head, the transactions of the several sub 
divisions being detailed therein as separate items and the totals of 
all sub-divisions as another. Transfers within the division should be 
accounted for against a single item ‘deduct — transfers within divi- 
sion’ bektre the total for the entire head ‘stock’ is struck, 

(1) The clearance of balances under ‘transfers within divi- 
sion’ should receive special attention. 

{b) The subsidiary accounts of stock are described in chap* 

ters VI and X. 

393. The balance under the sub head ‘storage’ should be finally 
adjusted, rjrde para 195, on closing the accounts of the year as a 
‘surplus’ or ‘deficit’ i. e., as a profit or loss on stock according as it 
is a plus or minus balance and should not be carried forward to the 
following year. 

D. M 1 SCELIA.NEOUS P. W. Advances. 

394. Transactions recorded under the head ‘miscellaneous 
P, W. advances’ are divided into four classes : 

(i) Sales on credit- 

(ii) Expenditure incurred on deposit works in excess of 
deposits received. 

(iii) Losses, retrenchments, errors, etc. 

Qiv) Other items, 

Note: ^Personal advances drawn from tte Treasury and audit retrenchments 

made from bills cashed direct at the Treasury do not appear in the 
accounts of division offices. Advances made to oontractors appear in 
the accounts of works. 

395. When stores of any kind are sold on credit, their value 
(plus, if recorerable, the supervision charges referred to in para- 
graph 506, Chapter JV of the P. W. Department Code) should be 
debited to Miscellaneous P. W. Advances under the sub head ‘Sales 
on credit’, so that (1) the accounts of stock or works from which 
materials are issued may be kept correct, and (2) the recovery of 
the value from the local body or individual concerned may be 
watched through the regular accounts. 

l^ote In each case there must be authority for the sale on credit. 

396 . Outlay on deposit works is required to be limited to the 
amounts of deposits received. Any expenditure incurred on depo- 
sit works in. excess of the amount deposited {vide para 433) 
is cliargeable’to Miscellaneous P. W. Advances pending recovery 
tQ effect which action should at once be taken. See paragraph 401, 
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397. Under the heading ‘losses’, retrenchments, errors, etc., 
appear the following = — 

(a) Deficiencies in cash or stock. 

ib) Actual losses of cash or stock. 

(c) Errors in accounts awaiting adjustments. 

(d) Retrenchments and losses of other kinds recoverable 

from Government servants. 

398 . The head ‘other items’ is meant for all debits, the alloca- 
tion of which is not known or which cannot be adjusted until 
recovery or settlement is effected or write off ordered. 

The following may be cited as examples : 

1. Debits, the classification of which cannot at once be deter- 
mined, 

2- Recoverable debits not pertaining to the accounts of a 
work, and 

3. Recoverable outstandings pertaining to works, the ac- 
counts of which are dosed {vide rule 1 to paragraph 336 
and paragraph 350.) 

399 . No charge may be debited to Miscellaneons P. W. Ad- 
vances on the ground of absence or insufficiency of sanction or 
appropriation except as provided in paragraph 396. 

Note. The share of Municipal taxes paid by Government on behalf of 
tenants of Government buildings should be debited to the head 
pending recovery, 

400 . Items in the ‘ Miscellaneous P. W. Advances’ account are 
cleared either by actual recovery or by transfer, under proper sanc- 
tion or authority, to some other head of account. Items of 
balances which may become irrecoverable should not be so trans- 
ferred until ordered to be written off. 

401 . The detailed accounts of this head should bo kept in form 
No. 61 suspense register. 

For items falling under the class ‘ expenditure incurred on 
deposit works in excess of deposits received ’ details are not neces- 
sary, as these are recorded in the schedule of deposit works, form 
No. 60. 

For each of the other three classes of items, a ^parate set of 
folios should be reserved, and all the items under each class should 
be detailed so that tlieir clearances may be watched individually. 
An abstract should be prepared to show the totals of all the classes. 

E. W OEKSHOT — Su SPENSE . 

402 . When a workshop has been established, the accounts of 
which are kept in accordance with the rules in chapter XII, all 
iirect outlay ou the jobs executed and on other operations of the 
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workshop is passed through the sus]Bnse head — ^workshop suspense 
and a separate account is kept under it of each job or operation, so 
that all charges relating to each - may be collected and charges of a 
general nature may be suitablj distributed over all the jobs or 
operations affected, before the total cost recoverable is deter- 
mined. 

403. The recorded expenditure on a job is removed from the 
suspense account only when, and to the extent, an adjustment is 
effected against the deposit received or against the service or other 
head conesmed, vide paragraph 412. This removal is effected by 
a credit to the account of the job. But when any charges are 
V transferred from one job or operation to another, the transfer should 

fie made by plus and minus debit entries. 

404. On the completion of a job all outstanding charges on it 
must be debited, as soon as possible, to the head concerned, but 
in cases where this cannot be done, as in the case of expenditure 
incurred in excess of deposit received, the unadjusted amount should 
be transferred to the bead ‘ Miscellaneous P. W. Advances’ pend- 
ing settlement, 

405. The detailed account of this head should be kept in a 
suitable form prescribed in accordance with the rules in chapter XII, 
the object being to maintain an account showing the cost of each 
job or operation and its adjustment from time to time. 
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OHAPTJIK XII 

Workshop Accounts. 

A. Intsodhotobt. 

406. TheP. W. Workshop at Trivandrum exists as a distinct 
division, the objects in running which are detailed in paragraph 
527 of the Public Works Department Code. The rules in this 
chapter are only of general applicability to a workshop and should 
be supplemented by special rules in the case of P. W. 

Trivandrum. 

407. For every job there must be an estimate of cost (provi-. 
ding for all charges including the prescribed percentage for indirect 
charges, vide paragraph 41 3) sanctioned by competent authority 
and accepted by the indenting officer, local body or individual. The 
amount to be realised from the indenting party will, however, be 
based on the actual cost, though the authorised limit of cost, which 
the olhcer in charge of the workshop may incur without further 
authority is that shown in the accepted estimate. 

Notb- If the execution of a job for another division or department is likely to 
extend bejond one financial year, the limit of the cost which may be in- 

, ourred ineaoh official year should also be settled beforehand, 

B. Dieect abd Indirect Chabges. 

408. Charges on jobs. The total charges on a job (*. e. the 
cost of it) divide themselves into • 

(i) direct charges *. e. charges for liabilities incurred on 
account of the job, 

(ii) indirect charges i. e. charges which are levied at a per- 
centage to cover the. cost of establishment and tools and plant em- 
ployed on the job and other items such as, interest on capital cost 
of buildings, plant and machinery, depreciation of buildings, plant 
and machinery and maintenance charges of the same. 

409- Receipt and expenditure transactions in connection with 
workshops are brought to account as follows : — 

id) Where capital accounts are kept of a workshop intended 
mainly for the needs of the Public Works Department, all expendi- 
ture incurred upon it, whether of the nature of capital or of work- 
ing expenses, should be recorded under the major head ‘‘ 36 Build- 
ings.” Recoveries of capital expenditure will be taken in reduction 
of such expenditure; revenue receipt will be booked under the 
minor head ‘‘ XXVII Workshops Receipts” which may be 
sub-divided so as to meet the requirements of the pro-forma ac- 
counts of the shop. 
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(6) Where no capital accounts are kept of a T^orkshop intend* 
ed mainly for the public works department, all expenditure should 
be booked under the head ‘‘36 buildings etc.” and all receipts, 
whether ‘‘recoveries of e-xpenditure” or ‘‘revenue receipts” under 
the detailed head “ XXVII Fines, refunds and miscellaneous.” 

410 . All capital charges on buildings, plant and machinery and 
stock matprials, and all revenue charges incurred on their mainten- 
ance and on the up-keep of the necessary general establishmenr 
should be accounted for as ordinary public works transactions undeg 
'the major head “36 buildings etc.” in accordance with the precedine. 
article and under the general rules of other chapters of this Cod - 
Thefe are charges which neither pertain to any individual job exe- 
cuted in the shops, nor are capable of direct apportionment among- 
st all the jobs, and are therefore, met out of the grants of the de 
partment, the distribution of such charges over individual jobs 
being made in accordance with the rule in paragraph 413. 

411 . All other expenses connected with the operations of a 
workshop are chargeable to the jobs concerned, and should, there- 
fore be accounted for under the suspense head Workshops suspense 
(vide paragraphs 402 — 405). The charges pertaining exclusively to 
any job should be debited to it at once, and those of a general 
nature should be treated in the first instance as general charges 
(under one or more suitable headings) and apportioned subsequen- 
tly amongst the jobs concerned in accordance with a definite pro- 
cedure. 

(1) This paragraph does not apply to incidental charges 
connected with the stock of materials which should be dealt with 
under paragraphs 183 and 410. 

(2) All liabilities should be taken into account, even though 
undlsbursed, so that the general charges may be correctly allocated 
month by month, and the recorded expenditure on each job may 
represent, as far as possible, the actual cost up-to-date. 

412 . In the case of jobs of all classes, the cost of operations 
should be charged off or adjusted on transfer (paragraph 403) as the 
case maybe, month by month, but in the following cases the ac- 
counts of a job may be settled once a ytar in Earkatagom, or in art 
earlier month if the job is completed earlier (vide paragraph 404.) 

(a) When the total cost during the year is not larger than 
Bs. 100 or any other limit that may be fixed in consultation with 
the Accountant general. 

(3) When the monthly settlement of account is inconvenient 
to the indenting division or department . 



140 


WORKSHOP ACCOHNTS 


[chap, xii 


1. When the estimated cost of a job is recovered in advance, 
it should be kept in de|)osit in the first instance, and the adjustment 
of actual cost made under this paragraph should be effected against 
the deposit, the unexpended balance being refunded only when the 
job is completed and the account of it settle'd. 

413. In addition to the direct charges referred to in paragraph 
411, the account of each job should be debited not through the 
workshop suspense account but directly under the head ol account 
concerned, with suitable percentage _ to cover the indirect charges 
enumerated below : — 

(a) Supervision charges under paragraph 506 of the Public 
Works Department Code. 

(5> Interest on the capital cost of buildings, plant and 
machinery. 

(c) Maintenance charges of buildings, plant and machi- 
nery. 

(c?) Depreciation of plant, buildings, and machinery. 

(5) Establishment charges (including 1 per cent on account 
of audit and account establishment) see rule 10 (1) of Appendix II, 
see also paragraph 410. 

The percentage for supervision charges should be calculated on 
the value of materials issued on each job. The other charges are 
ordinarily calculated on the total cost of labour and stores pertain- 
ing to the job. It is usual to charge a further percentage on acco- 
unt of profit except in the case of jobs executed for other divisions. 

1_. The percentage realised on account of establishment 
charges is treated as reduction of expenditure in accordance with 
the rules in Appendix II. 

2. All other percentages 'are treated as revenue receipts. 

414. The indirect charges referred to in paragraph 413 should 

be brought to account whenever the settlement of the account of 
direct charges is effected under paragraph 413. 

0, A-HRUAri Aoootnti anb Be view, 

41 5. Annually, pro-forma accounts of each workshop should 
be prepared consisting of ; 

(i) the capital account, showing the value (after making due 
allowance for depreciation) of the buildings, machinery, and plant, 
and stock, and the outstanding balance of the workshop suspense 
Rccounti 
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(ii) the out-turn account showing in such detail as may be 
necessary, the charges on labour and stores, and the general and in- 
direct charges ; and 

(hi) the profit and loss account, showing on the one side the 
actual working liabilities o£ the year, e.g. 

(a) interest calculated on the mean c.ipital of the year under 
all the heads named in (i) above, 

(5) the actual maintenance charges of buildings and machi- 
nery and plant, 

(c) depreciation of buildings, machinery and plant calcula- 
ted on the capital value, thereof and 

(d) general establishment charges plus 

1 . a suitable addition thereto on account of leave and 

pensionary charges; and 

2. one percent for audit and accounts establishment only 

on such jobs in respect of which this percentage 
is not credited to the major head “19 General 
Administration — E Accountant General’s Office” 
in the regular accounts (vide rule 2 to paragraph 
10 of Appendix II) and on the other side the 
percentage charges made under paragraph 413 
excluding the 1 per cent for audit accounts esta- 
blishment credited to “19 General Administra- 
tion — E Accountant General’s Office” under 
rule 1 to paragraph 1 0 of Appendix II. 

Note* The stock account shoald be treated as part of the workshop account only if 
and to the extent the reserve stock is declared by Government to be part 
and parcel of the shops. When the whole or part of a stock is merely an 
adjnnot to a workshop neither the interest charges on it nor the losses or 
gains (including supervision charges) arising out of it should appeat in 
the Profit and Loss Accounts of the Workshop. 

416 . The Accountant General should review the annual acco* 
unts of the workshop in consultation with the Superintendent in 
charge of workshop and submit a report to Government on its finan- 
cial working specially bringing out the necessity or otherwise of re* 
vising the percentages fixed by the Government for the several per- 
centages in regard to the indirect charges. 

To facilitate the review of the percentages it will be found 
convenient to show in the Profit and Loss Account, not only the 
figures of the year but also the progressive figures to the close o| 
the year, commencing from a suitable date. 



DEPOSITS 


[cHA3?.Xlli 


142 


CHAPTER XIII. 

Deposits, 

A. Intkoductobt. 

417, Deposit transactions of tte P. W. D, are of two kinds s 

(1) Public Works deposits, which pass through the regular 
accounts of the division, 

(2) Interest bearing securities. 

-Deposits of the first kind comprise transactions of the follow- 
ing classes: which are passed through the account head ‘Public 
Works Depos’ts’. 

(a) Cash deposits of subordinates as security, 

(&) Cash deposits of contractors as security, 

(c) Deposits for works to be done, 

(d) Sums due to contractors on closed accounts, 

(e) Miscellaneous deposits- 

The interest bearing securities referred to in class 2 are de- 
posited by subordinates and contractors. These do not pass 
through the regular accounts of the division. 

Nom — Suma lesB than one rupee , duo for refund of levenuo or repayments of 
deposits should be credited to revenue. 

B. Secdbity Deposits. 

418. Security deposits of subordinates and contractors whether 
made in cash or in one of the forms of security referred to in para- 
graph 419 are covered by a bond or agreement setting forth the 
conditions under which the security is held and may be ultimately 
refunded or appropriated. Reference to such bond or agreement 
should be recorded in the deposit register or the register of securi- 
ties, as the case may be. 

449- The recognised forms of interest bearing Securities, and 
the rales to which they are subject, are indicated below : — 

1. Government Savings Bank deposits, Chapter XXI of 

Financial and Account Code Part I. 

2. Government Promissory Notes, Chapter XX Dp. 

8. Government of India Securities (other than non- 
terminable securities). The Government of India 
Security Manual issued by the Controller of currency* 
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4. Deposits in recognised Banks. The depositor should 
be required to get the receipts made out in the name 
of the pledgee. If the dgposit is for more than 6 
months, the receipt should be forwarded to the 
Accountant-General for custody ; otherwise they 
should be retained by the Divisional officer. The 
depositor should receive the interest, when due, 
direct from the bank, on a letter from the pledgee 
authorising the bank to pay it. 

Note* In the oaae of Government Pro-notes, they may be accepted at their 
face value or market price whichever ia le^^s* The reduction of 5 
per cent, is not neoessary- 

4120. Security deposits lodged in the Government Savings 
Bank should be pledged to the Divisional Officer, vide Article 821 
(/) of the Travancore Financial and Account Code. The pass 
books and other securities should remain in the custody of the 
Divisional Officer. 

All the pass books should be sent to the Anchal Office or 
Treasury, as the case may be, as soon as possib'e after the last day 
of Vrischigom each year in order that the necessary entries on 
account of interest may be made in them. 

421. Cash deposits of subordinates and contractors may be 
converted, at tlie cost of the depositor, into one or more of the 
forms of interest bearing securities, provided — 

(i) that the depositor has expressly desired this in writ* 

ing, and 

(ii) that the acceptance of the new form of security is 
permissible under the rules as well as under the terms of the 
agreement or bond. 

1. Cash which has actually been received or recovered may 
be converted even though the full amount of the deposit, which is 
being paid in instalments, has not yet been realised, 

Noti» Percentage deductions from a oontraofcor'a bills for the due fulfilment 
of a contract should not be invested in Government Securities as the 
forms of contracts do not provide for the payment of interest to 
contractors on these sums* 

422. Percentage deductions on account of security, made from 
contractor’s bills, should also be credited to the head Public Works 
deposits. 

423. Without the special orders of competent authority, no 
security deposit should be repaid or transferred to the depositor, 
or otherwise disposed of except in accordance with the terms of 
his agreement or bond, vide also Article 821 of the Travancore 
Financial and. Account Code, 

(1) The depositor’s acknowledgment should be obtained in 
all cases of security returned. When an interest bearing security 
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is returned or retransferred, the acknowledgment should set forth 
■the full particulars of the security, 

NOT^t Th© percentage deductions from bills which are held as security should 
not be refunded till the final bill ia prepared end peased* 

C. Other deposits. 

I. For Works. 

424 . Deposits for works are passed through the head ‘Public 
Works Deposits’. Such works are known as deposit works and 
the detailed rules relating to them are given in Chapter XtV. 

II, G ontraciors' Closed Accounts- 

425 . Under the rules in paragraph 336, sums due to contrac- 
tors on closed accounts may be placed in the deposit account. 
When a sum so held in deposit is ultimately paid to the contractor 
concerned, his acknowledgment should set forth such particulars as 
would establish the settlement of his account in connection with 
the work concerned- 

II 1. Miscellaneous, 

426 . All other deposits are classed as Miscellaneous deposits. 
This head also holds, until clearance, all items of receipt the classi.- 
ficatiou of which cannot at once be determined, or which represent 
errors in accounting awaiting adjustment, 

D. Lapsed and conpiscated deposits. 

427 . In the accounts of Karkatagom each year, the following 
classes of items in the Public Works Deposit Account should be 
credited to Grovernment as lapsed deposits. 

1. Original deposits not exceeding five rupees remaining 
outstanding for one whole account year, 

2. Balances not exceeding five rupees of items partly 
cleared during the year then closing, 

3. Balances unclaimed for more than three complete 
account years. 

(i) For the purpose of this rule, the age of a repayable 
item or of a balance of it, is to be reckoned as dating from the time 
when the item or balance, as the case may be, became first repaya- 
ble. See also Note 1 to Article 678 of the Travancore Financial 
and Account Code. 

428 . Deposits credited to Government under paragraph 427 or 
confiscated under the provisions of an agreement or bond cannot 
be repaid without pre-audit by the Accountant General who will 
authorise payment on ascertaining — 

(i) that the item was really received, 

ii) that it was credited to Government as lapsed or con- 
fiscated, and 
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(iii) that the claimant’s identity and title to the money are 
certified by the Divisional Officer. 

The amount repaid should he treated as a refund of receipts 
under the major head to which it was credited and the repayments 
should be noted in the deposit register against the entry for its 
credit to Government, vide paragraph 251. 

E- Account op Public Wobks Deposits. 

, • /. Deposit Begister. 

' • 429 , A record of the transactions relating to Public Works 
Deposits should be maintained in the Division Office in a register 
in the same form as the suspense rearister P. W. A. form No. 61. 
This deposit register should show, month by month, the total re- 
ceipts and adjustments! the closing balance of each separate 
deposit item ; but in respect of deposits for works to be done which 
are accounted for in detail in the schedule of deposit works, form 
No. 60, a single entry for all such deposits will suffice. 

IT. Schedule of D^osits. 

430 . From the deposit register, a monthly extract known as the 
schedule of deposits, P. W. A. form No. 70, and showing for each 
item the opening balance, the receipts and adjustments of the 
month, and the closing balance, should be prepared for submission 
to the Accountant General. The entry for deposits for work to 
be done will be supported by the schedule of deposit works. 

In the case of divisions where the total number of outstanding 
items under Public Works Deposits is usually very large but the 
number of items affected by the monthly transactions is small, the 
Accountant-General may authorise the preparation of the schedule 
of deposits in the alternative form No. 71. 

This form is in two parts — Part T. abstract account, giving 
the totals for each class of deposits, and Part II, detailed extract 
from the deposit registers. In Part II, only such items need be 
extracted from the deposit register, as are affected by the month’s 
transactions, but in the schedules for the months of Thulam, Makaram 
Medom and Karkatagom all current items should be shown, includ- 
ing those not affected by the month’s transactions. 

F. Accounts or intbeest biaeinq Secubitibs- 
431 * Transactions connected with interest bearing securities do 
not pass through the regular accounts of the division, unless any 
cash actually passes through the hands of officers of the depart- 
ment, which should be avoided as far as possible. A register of the 
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receipt and disposal of these securities should, however, be kept in 
P. W. A. form No. 77, Register of interest bearing securities, and st 
the close of the year an account in P. W. A. form No. 78-Account 
o£ interest bearing securities, should be prepared from this register 
for submission to the Accountant General. This account should be 
supported by (1) the acknowledgments (in original) of the depo- 
sitors for securities returned or retransferred to them during the 
year and (2) the certificate of the divisional officer that all securities 
shown as outstanding in this account, or their acknowledgments by 
the authorised custodians are in his .possession. 

1. If a security recovered in instalments is being deposited "in 
the savings bank, no entries should be made in respect of it in the 
register in P.W.A. form No. 77 until the security has been fully paid 
up ; the annual verification referred to above should be completed in 
respect of the securities in the course of recovery by taking the re- 
coveries of the period covered by the account from the deposit regis- 
ter verifying them at th3 same time as shown in the register of reco- 
veries vide para 480. 

2 . If any sirkar savings bank deposits have been pledged to a 
sub divisional Officer under paragraph 420, the register for such 
securities should be kept by him and • he should sign the annual 
certificate in respect of them. 

3. When a subordinate who has furnished an interest bearing 
security is transferred to another division or department, the security 
should be kept in the original division until such period as is 
specified in the agreement, to cover any amounts that may^ be sub- 
sequently ordered for recovery in respect of the period during which 
he was under the original Divisional Officer. At the end of the 
period, the security should be released from the pledgee and passed 
on to the new Divisional Officer, or a responsible officer of the 
department to which he is transferred for returning the security to 
the pledger and sending the acknowledgment to the Divisional 
Officer concerned. In case the new post of the subordinate is also 
one in which a security should be furnished, the officer concerned 
should immediately take the necessary steps to get a formal agree* 
ment and to have the securities duly pledged in his own favour. 
The acknowledgment mentioned above should however be obtained 
and sent to the first officer. No security need be insisted upon by 
the second officer until the original is transferred and is duly pledged 
but he should satisfy himself by a reference to the Division office 
from which the subordinate was transferred as to the amount of 
security lodged there, the sufficiency thereof and .the likelihood of 
recoveries that may be made before its transfer. There should be 
a proviso in all security bonds that the security shall be available aa 
security for any new post to which the officer may be transferred. 
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CHAPTER XIV. 

Non-Qoveroment Works 

A. INTBODFCTORY 

432 . Non-Government works are divided into two classes : — 

(*a) Deposit Works, and 

{b) Other Works such as Kudipathi works. 

433 ’. If a work for which Government give financial assistance 
is executed as a deposit work by the P. W. D. on behalf of the 
local body, Government’s contribution should not be paid in cash 
to the local body or Municipality, but should be adjusted by transfer 
of credit under ‘P, W, Deposits’ and debited to the head to which 
the expenditure on the work is proposed to be debited, irrespective 
of the object for which the assistance is rendered. The deposit 
account of the local body which has not withdrawn its balance from, 
the treasury will simultaneously be 'credited and debited with the 
amount. Ordinarily in case of — 

(a) contribution works which are executed partly from 
Government funds or grants-in-aid and partly from the funds of 
local bodies and also in the ease of 

{¥) irrigation contribution works which are financed partly 
by the Government and partly by private bodies, the Government 
contribution or an instalment of it will be paid only after the local 
body has paid out of its own funds a corresponding amount, e. g. in 
the case of a work costing one lakh to which the Government have 
undertaken to contribute Rs. 75,000 an instalment of Rs, 80,000 
may be paid by Government as soon as the local body makes a pay- 
ment of Rs. 10,000. The bills on which the Government contribu- 
tion is adjusted in this manner should be countersigned by the 
Executive Engineer who should see that the rule is observed. If 
in the case of works of class (a) and (6) it is considered not desirable 
to suspend the works pending receipt of contribution, Government 
money may be spent in advance of its turn, but interest shall be 
charged on the amount so spent for the period it is advanced. In 
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auch cases, demand for payment of the contribution shall ordinarily 
be made at least a month before the money is required and the 
date on which it should be paid shall be stated in the demand, and 
interest will accrue from that date or from such later date on which 
Government money may be actually advanced. If there are not 
sufficient Government funds in a year to be utilised on the works 
pending receipt of the contribution due from the local body or private 
body concerned, orders of Government shall be obtaiped for the 
provision of funds in proper time. In cases where the excesses are 
comparatively small, appropriation to cover such excesses as are 
not expected to be cleared before the end of the financial yea k shaft 
be obtained from Government in Medom of each year under 
the suspense head ‘Miscellaneous-Public Works Advances.’ 

The rule regarding recovery of interest on Government money 
spent in advance of its turn may be relaxed in the case of the 
amount spent in advance of the first instalment payable by a local 
body for a contribution work which is partly financed by that body 
by means of a loan. For Government money spent in advance of 
the second and subsequent instalments, interest shall be charged 
unless in any case Government decide not to charge interest. 

434t When works already constructed or land already purchased, 
are transferred, free of charge, to local bodies under the provisions 
of paragraph 296 or paragraph 382 of the Department Code, no 
readjustment of the accounts of cost is necessary. 

435 . For every non-Government work, there must be a duly 
sanctioned detailed estimate or requisition, as the case may be, in 
the same way as for a Government work. 

B. BBPOSIT WOBKS. 

436 . When a deposit work is to be carried out, the local body 
or other party concerned should advance the gross estimated 
expenditure oj; the share which is payable by it, to the Divisional 
Officer in one lump sum, or in instalments and by such dates as 
may be specially authorised by the Government, vide paragraph 
346 of the Public Works Department Code. No non-Government 
work shall be executed before receipt of contribution therefor with- 
out the special orders of Government except in cases specified in 
paragraph 433 of this Code. Where payment in instalments is 
authorised owing to the difficulty of depositing the full estimate 
amount m advance in the case of large works, the Divisional Officer 
should forecast his probable requirements on each such work for 
the succeeding month and apply to the local bodies concerned for 
funds and the latter should without delay pay the instalments to 
the Divisional Officer. The amount received should be credited in 
the accounts to the head ‘Public Works Deposits’ against which will 
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be charged all expenditure incurred up to the amount of the deposit. 
As regards expenditure in excess of deposit, see paragTaph 396. 

Note. 1. If prepared, the local body conoerned may Ije authorised to pay 
the deposit direct into the treasury- In this case, the aocompanyin^ 
ohalau thould state clearly that the amount ia creditable to the Public 
Works Department, naming the division and the work to which the 
deposit relates. 

KoTSt f* A local body which has a current account with the Government 
treasury may be authorised to draw a cheque on the treasury in 
favour of the Executive Engineer and this will be paid at the 
treasury by transfer credit to the Executive Engineer’s account 
(P- W- Deposits)* Similarly for the unspent balances, the Executive 
Engineer will draw a cheque in favour of the local body by transfer 
credit to the deposits of local funds* 

Note. 3. In oases where the maintenance of roads on the banks of rivers 
canals and channels devolves entirely on local bodies, and the works 
pertaining thereto are executed by the Public Works Department as 
full contribution works, if the Executive Engineer considers it 
undesirable to suspend the works pending receipt of contribution from 
the local bodies, Government money may be spent in advance, interest 
being charged on the amount so spent. When this course is adopted, 
the procedure indicated in the last portion of paragraph 433 should be 
followed - 

437. A consolidated record of the transactions of a month 
relating to all deposit works of the division should be prepared in 
form No. 60, Schedule of Deposit works. This schedule shows in 
respect of each work the amount of deposit received and the expen- 
diture incurred, both during the month and up-to-date. Refunds of 
unexpended balances of completed works should be taken in reduc- 
tion of the deposits, and therefore shown in the schedule as minus 
realisations and not as expenditure. 

438. In the case of deposit works to which Government have 
contributed, no refund should be made to a local or other body from 
any unexpended balance at the credit of ‘deposits’ without the sanc- 
tion of Government. The Executive Engineer should report 
through the Chief Engineer and the Accountant General the actual 
cost of the work, the shares to be borne by the local body and by 
Government, the amount actually contributed by each, and the 
amount refundable. After verification by the Accountant General, 
sanction will be accorded to the refund. The Executive Engineer 
should then refund what is due to the local or other body and 
credit the unexpended balance of the Government contribution to 
the department through the remittance head by a minus credit to 
the head ‘Public Works deposits.’ The Accountant General will 
adjust this amount by credit to the service head to which the con- 
tribution w^s originally debited. 

Exception. In the case of water supply and drainage schemes 
financed partly by the local bodies and partly by the Government, 
the materials that remain surplus at the site of the works after their 
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completion, shall be taken over by the local body concerned. For 
the purpose o£ this transaction, the surplus materials shall be 
valued at 50 % o£ their book value. 0£ the amount so arrived at, 
a share proportionate to the local body’s share of the total cost of 
the work, shall be treated as the local body’s share of the credit 
realised by the sale of the materials and the balance shall be re- 
covered from the local body ; the former amount, should by book 
adjustment be exhibited as a minus credit to ‘deposits’ in the divi. 
sion accounts representing refund of unspent balance set off against 
a corresponding minus debit afforded to the same head as reduction 
of expenditure on the work. The amount actually recovered from 
the local body on account of the surplus materials should be credited 
in full to the Government share of the expenditure in the division 
accounts supported by a sale account in the proper form. The 
report or statement to be furnished to the Audit Office for verify- 
ing the correctness of the refund of the unspent balance should 
contain brief particulars of the aijustraeut of the value of the surplus 
materials to facilitate check in the audit office. 

439. Ifhe amount of each deposit should bo rateably divided 
into 2 parts, one representing the share available for works ex- 
penditure and the other the total amount chargeable as establish, 
ment, tools and plant and audit and accounts charges, if any, 
recoverable under the rules vide appendix” II. 

In the schedule, the deposit received for each work should be 
numbered as a single item, but the transactions relating to the two 
parts of it should be shown separately thus ; — 

For works expenditure 

For percentage charges. 

440 . The percentage leviable should be adjusted month by month 
as the works expenditure is incurred but the Accountant General 
may authorise the adjustment to bj made once a year in the accounts 
for Karkatagom, provided that if the accounts of a work are closed 
in an earlier month the adjustment must be made in that month. 

C. Othbe Works, 

I. General 
Kudipathi works. 

441 . It is not imperative, as in the case of a deposit work, that 
the estimated cost of a kudipathi work, i. e. a work of restoration 
or repairs of an irrigation tank or channel, half the cost of which is 
leviable from the ryot under the provisions of the Irrigation Act 
shall be deposited by the pexson or persons intere'sted in the 
work, before any expenditure is incurred on it, as it is recoverable 
through the Land Revenue Department in the same way as Land 
Revenue. 
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442 . Deleted. 

II. Accounts ok Expend itdee. 

443 - The transactions relating to Kudipathi works should be 
accounted for like other Irrigation works under “10 Protective 
Irrigation— Original works” or “annual repairs” as the case may be 
in the first instance. On completion, the recoverable portion of the 
cost qf such works as per completion report will be transferred to 
debit of the head “III Deposits and Advances not bearing Interest- 
Irrigation Advance” by credit to “10 Protective irrigation— Deduct 
centribution recovered from ryots.” 

Note. — Kudipathi works should be written up separately in the Schedule of 
works expenditure — ^kudipathi works. 

444. The accounts of all works of construction or special 
repairs of kudipathi works should be closed as soon as the work is 
completed. Ordinary maintenance and repair works should, however, 
be considered as completed on the last day of Karkatagom, each 
year, and expenditure thereon incurred subsequently should be 
accounted for as pertaining to maintenance of the following year, 
so that the transactions and balance relating to each year may be 
kept distinct and separate. 

445. A list of aU completed minor and major irrigation works 
should he submitted in duplicate by the Chief Engineer annually to 
Government in form A, P* W. A. No* 73. The statement should 
reach Government on or before the lOth Thulam of the year 
following. 

In (the case of minor works in progress a statement in 
form B, P. W. A. No. 73 of all minor irrigation works carried out 
by the Department should be submitted to Government annually 
so as to reach xhem on or before Chingom 10th following vide 
D. Dis. No, 1043/24/ Revenue dated 17-74924. 

III. Recovbet thbough Land Revenue Depabtmint. 

446. The following procedure is prescribad for effecting 

recoveries through the Land Revenue Department, on account of 

the cost of individual kudipathi works, not covered by cash deposits 
received direct from the cultivators concerned 
(o) A certificate (or report) showing 

(i) the full name of the work, 

(ii) the name and address of the responsible cultivator 
or cultivators 
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(iii) the authority for undertaking the work, 

(iv) the total expenditure incurred, 

(v) the amount to be contributed by the cultivator or 
cultivators, 

(vi) the amount (with full particulars) if any, received 
in cash, 

and 

(vii) the net amount still recoverable, should be prepared, 
in duplicate, by the Divisional Officer on the com- 
pletion of the work and sent to the Division Peishkar 
of the division concerned. 

(b) On receipt back of the duplicate copy, duly acceptrd, 
the amounts accepted should be credited on the authority of it to 
“10 Protective Irrigation— Deduct contribution recoverable from 
ryots” by debit to “HI Deposits and Advances not bearing interest- 
irrigation Advance” in the schedule of debits to miscellaneous heads 
of account P. W. A. form No. 68 as the Land Revenue Department 
will thereafter be responsible for effecting the necessary recovery. 
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CHAPTER XV. 

Transactions wltb oth»r Divisfons and Departments. 

A. G-bnbeal. 

447 . The general rules under which one department o£ the 
public service may charge another department, for services rendered 
or articles supplied to it, are given in article 454 of the Financial 
and Account Code, and appendix 1 5 of the same. 

(!)• Save as provided in rule 2 of 3rd para of appendix 16 to 
• the Financial and Account Code, Volume II all charges connected 
k with the construction and maintenance of buildings etc. will be 
’brought to account as expenditm’e of the Public Works Department 
or of the civil department concerned according as the administra- 
tion of the work rests with the Public Works Department or is 
transferred by competent authority from the Public Works Depart- 
ment to the department using or requiring it- 

(2) The value of Public Works Stores issued to other depart- 
ments is chargeable to them under rule VI of Appendix 15 of the 
Financial and Account Code, Volume JI. 

448 . The cost of land acquired by the Land Acquisition Officer 
on behalf of the P. W, D, is chargeable in the accounts of the 
latter as part of the cost of the works for which the land is taken 
up ; but when it is taken up for two or more non- commercial 
departments conjointly, the charge is not divided, but is wholly 
debitable to the departments for which the greater part of the land 
was taken up. As regards establishment and contingent charges in 
connection with such acqui-ition see Article 517 of the Finandal 
and Account Cod*. 

Noth L»w oharges incurred in ounneciiou with the acquisition of land should be 
debited to the aame head of account as the oost of land. 

449. The rent of buildings hired for use as residence of Gov- 
ernment servants of any civil non-commercial department is charge- 
able in the accounts of that department, when the hired residences 
are, under the orders of the Government, placed under its charge. 
When any land or building not belonging to the Public Works 
Department is hired by another department, to be occupied for any 
qther public purpose, the rent is payable by the department con- 
cerned, and the Divisional Officers do not disburse rent for such 
premises unless ordered by the Government to do so. 

450 . When prison labour is employed on public works, the full 
market value of the work performed, as certified to by the Divi- 
sional Officer, is charged to the public works department by corres- 
ponding credit to the Jail Depari/meut at the rates worked out on 
the basis of the current schedule of the Public Works Department 
vide para 232 of the Public Works Department Code. 
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451 . When any land or building w transferred from one de- 
partment to another, the transfer shall be free of all charge, except 
when the property is transferred to or from a commercial depart- 
ment in which case the full market value of it will be charged. 

452 . Services may be rendered, or articles may be supplied, 

free of coat by one division to another (vide article 454 of the 
Financial and Account Code, Volume I) except in the following 
cases : — » 

(i) Stores. If they are issued from a stock or materials, 
account (vide paragraphs 329 and 330) or if their transfer affects a , 
work for which a separate capital or revenue account is kept. '■ 

(ii) Other services. If they affect the accounts of fa) any 
work for which a separate capital or revenue account is kept, (b) of 
a work in progress, (c) suspense or deposits. 

453 . Cash recoveries made from employees, contractors etc., by 
a division on behalf of other divisions or departments, should be 
passed on to them, the payment being made by book transfer unless 
payment in cash is prescribed by rule as sometimes happens, in the 
case of other departments. Cash obtained from treasuries on 
cheques and cash receipts (including surplus cash) remitted to 
treasuries are accounted for as remittance transactions. 

B. Accounts Peocedubb. 

454 . When a transaction has to be cleared by a book transfer 
under the foregoing rules, the transfer should be effected by debit- 
ing or crediting it to the remittance head concerned in the cash or 
stock accounts if it appears therein or by an entry in the transfer 
entry book. See also paragraph 491 in respect of cash obtained 
from treasuries on cheques. 

(1) Such percentage charges ou account of storage and esta- 
blishment and tools and plant as may be leviable under the rules 
should also be incladed by a transfer entry in the amount transfer- 
red — see also paragraph 413. 

(2) The cost of workshop jobs need not be adjusted monthly 
vide paragraph' 412. 

455 . In caseSi however, in which the transaction originates in 
another division or department, the responding transfer should, as 
a rule, not be made until receipt of intimation of the original debit 
or credit either through the Accountant General’s Office, or direct 
from the division or department concerned on an advice of transfer 
debit or credit (paragraph 460), Exceptions to this rule may, how- 
ever, be authorised by the Accountant General in respect of transac- 
tions of any class. 
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456 . The responding division should examine every transfer 
advised to it for adjustment, but it may not reject a transfer 
because the voucher is not in orda-, or is missing, nor miy a 
transfer advised be partly rejected ; it may be rejected altogether 
if it does not pertain to the division j otherwise it should be pro- 
visionally accepted in full and the dispute, whether as to the 
amount chargeable or as to other particulars of the transaction, 
should be settled separately in communication with the officer, who 
advised ttie transfer. 

’ 457 . When a charge is transferred to another division or de- 
'partine'nt for adjustment, the transfer is required to be supported 
either by the necessary vouchers, complete in all respects or by 
advise from the Audit Officer to the effect that the payment 
vouchers have been duly audited and passed in accordance with the 
rules. The Divisional Officers are therefore responsible for obtain- 
ing proper vouchers in support of all charges to remittance heads 
in their accounts^ 

458 . When a transaction originates in a public works division, 
the necessary transfer should ordinarily appear in the accounts of 
the division for the month in which the transaction occurred, but 
in the case of work done in workshops the cost is adjustable in 
accordance with the rules in paragraphs 411-413. 

459 In respect of work done in a division for other divisions 
or departments, the intimation of the transfer will be given, after 
audit by the A.ccountant General to the division or department for 
which tL work is done. The division undertaking the work is 
responsible that the transactions are brought to account under the 
remittance head concerned, and that work accounts are maintained 
and vouchers submitted to the Accountant General in the same 
way as for works of the division itself. Ic will further be respon. 
sible that the estimate and appropriation for the work as communi.. 
cated or accepted by the party for which the work is done, are not 
exceeded without further authority from it. 

(1) For the purpose of this article work done includes jobs 
executed in workshops. 

(2) In the case of works which are assessable to percentage 
recoveries on account of establishment, tools and plant, etc. the 
amount of the estimate and appropriation, for the work should be 
rateably broken up into two parts to represent respectively, the 
works expenditure and the percentage charges. 

460 . For other transfer transactions between public works 
divisions, the originating division should send an advice of transfer 
debit (or credit) form No. 51 accompanied by necessary vouchers 
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in the case o£ debits, to the division concerned aa soon as the 
transaction occurs. The responding division should if it accepts 
the transfer, acknowledge it on form Mo. 52, Acceptance of transfer. 
The debiting division will be responsible that the entry in its 
accounts is supported by the acceptance of debit, or advice of (ffedit, 
as the case may be. 

(1) In cases of transfer debit transactions, all relevant vouchers 
including such as do not ordinarily pass beyond the division office, 
should accompany the advice. If this requirement cannot be com- 
plied with in any case, the advice should be attached Lo the monthly 
account for transnission by the Accountant General, after the ''audit 
of accounts, to the division concerned. '' 

461 . The Divisional Officer is required to examine, as ex- 
peditiously aa possible, the transfers which the Accountant General 
or other Divisional Officers intimate to him to be responded to, and 
to report all his objections to the Accountant General, whether the 
transfer is brought to account provisionally or rejected. 

462. Except in respect of transactions of the following classes, 
the Divisional Officer may authorise the Divisional Accountant to 
sigu advices and acceptances of transfer for him ; 

(i) when the transfer advised is a credit or a minus 
debit. 

, (ii) when the transfer accepted is a debit- 

463. The Divisional Accountant will be responsible that there 
is clear authority of the responsible disbursing officers of his 
division for transfers advised to other divisions or departments, 
and that no charge advised by another division or department is 
eonadered as finally adjusted until all the necessary vouchers have 
been received and have further been completed by obtaining thereon 
from the responsible disbursing officers of the division the classi- 
fication of the charge as attested by their dated initials- He should 
further see that when a transfer advised to the division for adjust- 
ment is responded to provisionally, the objection raised thereon is 
pursued with a view to ensure speedy settlement- 
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CHAPTEE XYI. 

Accounts Returns of Sub Divisional Officers. 

464 . A Sub-Divisional Officer maintains the initial account 
records o£ cash and stores as described in chapters V and YI as 
well as a works abstract, with certain accompaniments, for each work 
in progress. All these records are, as a rule, written up as the 
transactions take place. A Sub-Divisional Officer is not, however, 
required to consolidate the transactions into a compiled account, 
this work being done in the Division Office for the entire division. 

465 . The initial accounts of cash and stores.for a month should 
be.cibsed on the dates fixed by the Accountant General’s Office, 
The subsequent transactions of the caleitdar month should be 
treated as those pertaining to the accounts of the following mcmth. 
In Karkatagom, the accounts should be kept open till the last day 
of the month. 

Eule 1. The object of this rule is that the accounts returns 
of sub-divisions should reach the division office in sufficient time 
for the compilation of the monthly account cf the division and itS' 
submission to the Audit Office by the prescribed date. 

In cases where yection Officers are authorised to maintain 
initial accounts of stock in their charge, which have to be incor- 
porated in those of the sub-division office, the former may be 
parmitted except in Karkatagom, to close their monthly accounts 
three days before the date of closing fixed for the sufa-divisions. 
This limit of three days may be relaxed by the Accountant General 
in exceptional cases. 

466 . Immediately after the cash book of a month has been 
closed under paragraph 465, the cash balance report, form No. 5, 
prepared under paragraph 146, should be transmitted to the Divi- 
sional Officer. 

1 , 467 . Copies of the cash book (supported by vouchers) should 
be sant to the Divisional Officer twice a month or oftener as may 
be directed by the Divisional Officer. The copy of the last period 
of each month should accompany the cash balance report. 

(1) As the accounts of the division in respect the cash 
transactions of sub divisions are based on-the copies of sub division 
cash books prepared under this rule, Sub-Divisional Officers should 
satisfy themselves, before signing them, that they are trim copies 
and correct in all respects. As a further precaution, the totals of the 
‘cash’ columns on both sidesi should be expressed in words in their 
own band* 
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468. Within three days of the date on which the accounts of a 
month are closed, the returns enumerated in items (a) to (d) below 
should be forwarded to the Divisional Officer with a covering letter. 
The return in item (e) should be submitted to the division office 
between the 10th and 15th of the following month. 

(a) Abstracts of stock receipts and issues, form Nos. 9 and 
10 supported by receipted invoices or other vouchers, and 
extracts from Register of stock receipts and issues (copies). “«■ 

(5) Accounts of receipts and issues of tools and plant, form 
Nos. 13 and 14, supported by necessary vouchers and acknowledge- 
ments (in original)# " 

(c) A works abstract (accompanied by materials af site 
account where necessary and by form No. 49 transfer entry order, 
in the cases referred to in paragraph 232) for each work in progress 
(vide paragraph 58) in connection with which there was any tran- 
saction during the month with a detailed list of such documents. 

(d) Transfer entry ouders, form No. 49, relating to the 
accounts of the month, excluding those proposed from time to 
time, vide paragraph 229. 

(<) A cer tificate ^regarding the scrutiny of the materials at 
site account of minor works and repairs, vide paragraph 297 (ii). 

469. Other accounts returns which sub divisional officers should 
submit to the division office are the following : — 

(a) Monthly, 

(i) Statement of receipts, issues and balance of road metal, 
P. W. A. form No. 16, vide paragraphs 220 and 221. 

(ii) Such statements or reports (vide paragraph 256) in 
connection with recoveries of rents of buildings and lands as the 
Divisional Officer may require the Sub Divisional Officer to pre- 
pare. 

(iii) Estimate of probable requirements of cash, if prescribed 
by the Divisional Officer under rule 1 to paragraph 115. 

(5) Half yearly— Balance return of stock, P. W. A. form 
No. 11 on or before the 20th of Chingom and 20th Kumbhom. 

(c) Yearly— Register of tools and plant, P.W. A. form No. 
15, on or before the 15th Knmbhom. 

(d) Occasional — Reports of verification of stores (including 
materials at site of works) immediately after each verification. 
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CHAPTER XVII. 

Accounts of Divisional Officers* 

A. Introductory. 

470. The cash and stock accounts, of the Division Office for 
. month are closed on the Last working day of the calendar month. 

471.. The transfer entry book for a month should be closed as 
soon as* possible after the expiry of the month, but before this is 
done, all necessary transfers, e. g. those relating to the levy of the 
pre^scribed percentages for establishment, ’ ools and plant, sixjrage 
charges etc., should be made. 

(1) The transfer entry relating to the levy of percentages 
for establishment, tools and pknt, and accounts and audit charges, 
is effected on a single order of the Divisional Officer recorded in 

W. A- form. No. 68, the special form prescribed for the purpose 
vide paragraph 489. 

472. T he cash book and stock accounts of the entire division, 
as also all transfer transactions, should be scrutinised by the Divis- 
ional Accountant before they are incorporated in the monthly 
account and connected registers and schedules. 

Notb* 1- THe Divisioinjil Accountant’s responsibility as a primary auditor extends 
also to the examination of all claims included in bills presented direct 
at treasuries by the Divisional Officer, and on behalf of-the latter h 3 
should also examine the accounts of the disposal of money obtained on 
those bills. 

Note. 2, In all matters connected with the personal claims of Government 
servants, the Divisional Accountant is expected to give expert 
advice and help. He shonld see in particular that service books 
of subordinates are maintained in accordance with role, that the annual 
establishment return 'Article 379 to S84 of the Travancore Financial and 
Account Code) is accurately prepared^ and that the admissibility of leave 
applied for by subordinates is verified before their leave applications are 
disposed of by the Divisional Officer or forwarded to higher authority. 
In all cases of doubt, however, he should advise the Divisional Officer to 
consult the Accountant General. 

B. Scrutiny of Accounts. 

473. The Divisional Accountant should examine the accounts 

turns of sub divisional officers on receipt to see — 

(i) that they have been received in a complete state, 

(ii) that all sums receivable are duly realised and on realis- 

ation credited to the proper head of account as well 
as to the personal account, if any, of the contractor, 
employee or other individual. 
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(iii) that the charges are covered by sanctions and appro- 

priations and are supported by complete vouchers 
setting forth the claims and the acknowledgments of 
the payees legally entitled to receive the sums paid, 

(iv) that all vouchers and accounts are arithmetically correct, 

(v) that they are in all respects properly prepared in 

accordance with the rule, and 

(vi) that all charges are correctly classified, those which are 
debitable to the personal account of a contractor, 
employee or other individual, or are recoverable 
from him under any rule or order, being recorded as , 
such in a prescribed account. ^ ' 

It should be seen in particular that, on the basis of rates 
sanctioned by competent authorities, and of facts (as to quantities 
of work done, supplies made etc., or services rendered) certified by 
responsible officers, the claims admitted for payment are valid and 
in order. 

(1) It is not necessary that the Divisional Accountant should 
check personally the arithmetical accuracj' of all vouchers and 
axccounts, but he is responsible that a cent par cent check is exercised 
efficiently under his supervision. 

474 . The Divisional Accountant should exercise a similar checki 
from day to day in regard to (i) the transactions recorded direct in 
the cash and stock accounts of the Division Office and (ii) bills and 
vouchers of sub divisions, which are submitted to the Divisional 
Officers for approval before payment is made by the Sub-Divisional 
Officer. In respect of charges, this examination should be conduc- 
ted before the payment is made, 

475 . Every payment should be so recorded and a receipt for 
the same so obtained e. g. see paragraphs 881 and 285 that a second 
claim against Government on the same account is impossible, and if 
it represents a refund of a sum previously received by Government, 
it should also be seen that the amount paid is correctly refundable 
to the payee- 

476 . If the Divisional Officer has set a limitation on the draw- 
ings of any sub divisional officer on a treasury for any month, he 
should intimate the same to the Treasury Officer, and specify the 
date of commencement and termination of the account month of the 
Sub Divisional Officer. The Divisional Accountant while examin- 
ing the cash book of the Sub Divisional Officer, should see that the 
total amount of cheques drawn by him during that month does not 
exceed the prescribed limit vide para 120. 

477 . The Divisional Accountant is responsible that every order 
or sanction affecting expenditure to be accounted for in the monthly 
account, is noted at once in a suitable register (or other account) 
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preferably one wherein the expenditure incurred against it can be 
watched readily. General sanctions to estimates and appropriations 
for works should be noted in the register of works. Sanctions to 
fixed charges of a recurring character e. g. those relating to the 
entertainment of work charged establishments should be entered in 
the register of sanctions to fixed charged. P, VV. A. form No. 54. 
For sanctions to special r;aymenti chargeable to the accounts of 
works arijd other miscellaneous sanctions, P. W. A. form - No. 55, 
register of miscellaneous sanctions, will be found suitable. 

(i) Sanctions to estimates for works should be entered in the 
’register of works, even though a collective register of all sanctioned 
estimates is maintained by the Division.al Officer for his own infor- 
mation, 

478. If against a single sanction two or more disbursing officers 
have to operate simultaneously, the orders of the Divisional Officer 
should be obtained impertng a definite Jimitation on the money 
transactions of each officer. Similarly, if disbursing officers of two 
or more divisions are concerned, the orders of the Chief Engineer 
should be taken. In such cases it may be advisable to have a separate 
working estimate, or other sanction, to cover the transactions of 
each disbursing officer, and for the purpose of bringing the expen- 
diture to account, these should be treated, as far as possible, as inde-’ 
pendent tvansiictio'':-' to the same group of works or the 

same project. If this is not possible, special arrangements must be 
made for the check of the total expenditure against the sanction. 

479» It is one of the functions of the Divisional Accountant to 
see that expenditure which is within the competence of the Divi- 
sional Officer to sanction or regularise is not incurred as a matter of 
course, under the orders of subordinate disbursing officers without 
his knowledge. All such items of cxpenditiwe should at once be 
brought to the notice of the Divisional Officer and his orders 
obtained and placed on record. See also paragraph 79. 

480. When a recovery has been ordered to be made from a con- 
tractor or other person, which cannot be th,.ough a £.i3spcnte 

or other account specially pre3ci'ib..d fer the ;..nrpose, the order 
should be noted at once iu the register of rcGoveries in P. A. 
form 86, opened specially for the purpose, so that the amounts 
recovered from time to time (with particulars of the . cecniits con- 
cerned) may be rocojch •.] against it, and prompt oomplLuice with 
the order watched . 

481. It ii permissible to take in redae ion of the c-xpei'Cntafc 
on works in progress, certain receipts and recoveries of expendicure 
(vide paragraph 2 Shi o. g. sale proceeds of surplus materials and 
plant acquired specially for any work, or of maierials received from 
dismantled structures. The amounts of such receipts are, however 



162 


ACCOUNTS OF BITtSIONAl. OFFIOIES. 


[chap, trd 


not available for expenditure in excess of that authorised in the 
estimate for the work, and the Divisional Accountant should see 
that, without orders of competent authority, the gross expenditure 
authorised is not exceeded or surplus receipts realised are not utili. 
sed towards additional expenditure. He should, at the same time, 
watch the receipts, with a view to bring to the Divisional Officer’s 
notice and obtain that officer’s orders on all marked deviations from 
the provision for such credits in the estimates of works 

(1) In case of works the accounts of which are kepU by sub- 
heads, an such receipts should he credited to a special subheading 
these accounts vide paragraph 327, In the case of other works, the . 
progress of the realisation of the receipts should be watched tljrbugh* 
the register of special recoveries (vide paragraph 480) which should 
be posted from sanctioned estimates in respect of credits anticipated 
therein, and from the accounts in respect of receipts realised from 
time to time. 

C2) The Divisional Accountant should see also that savings 
due to abandonment of parts of a work, as evidenced by the quanti- 
ties of the work executed or otherwise, are not utilised towards 
unauthorised expenditure- 

482 > After check every voucher should be enfaced ‘checked’ 
over the dated initials of the Divisional Accountant as well as any 
clerk who may have applied a preliminary check. Vouchers not 
submitted to audit (vide paragraph 503) should be ‘cancelled by 
means of a perforating or endorsing stamp and kept carefully, to be 
made available for test audit whenever demanded by the Accountant 
General. 

(1) Stamps affixed to vouchers should be so cancelled that 
they cannot be used again, and if, with this object, they are punched 
through, care should be taken that the acknowledgment of the payee 
is not destroyed thereby. 

(2) Vouchers relating to new supplies of tools and plant 
should be completed by noting on them the name of the month in 
the accounts of which the articles acquired were brought on to P. 
W. A. form No. 13, Accounts of receipts of tools and plant, 

(3) Vouchers relating to contingencies which do not amount 
to more than Rs- 20 each should be dealt with in the manner indi- 
cated and a certificate in the form detailed in Article 448 of the 
Travancore Financial and Account Code written up. 

483. The results of the examination of accounts and voucheriS 
received from Snb Divisional Officers should be intimated to them 
in all eases in which it is necessary to obtain further information, 
aoGonnts, vouchors, certificates, elc„ or to direct them to correct the 
relevant records of their offices or avoid the recurrence of any irre- 
gulwrty. The procedure to be observed may be prescribed by the 
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Divisional Officer. The records connected with the results of the 
examination should be retained so as to be avaikble for the 
Accountant General’s inspection. 

C. Settlemejit op AccouSts with Tebasueies. 

484 . As soon after the expiry of the month as possiblecj 
monthly settlement; should be effected with all treasuries in respect 
of the transactions of the entire division with them. 

485' For payments into treasuries, consolidated receipts should 
be prepffred in P. W. A- form No. 47 for the whole of the remit- 
tances made to each treasury, and sent to the treasury officers for 
signature. 

48$. For cheques drawn, the pass books duly completed for the 
month, should be obtained from ttie treasury officers with the certi- 
ficates of issues from treasuries (which are prepared in the form 
reproduced below) and their agreement with the cash boo^ of the 
division should be effected in part II of form No. 48, Schedule of 
monthly settlement with treasuries, which also gives details of the 
difference. 

I hereby certify that the total issues made from this treasury 
on cheques drawn against the account of Mr.. ....Officer 


in charge Division during 11 amounted to 

BrS ••• kk* . - (in words). 


The certificate of agreement should be recorded in the pass 
book over the signature of the Divisional Officer without recording 
any details of the uncashed cheques or other diffei'ences. 

(1) The pass book or list of cheques cashed is written up in 
Treasury Code form No. 18. It should remain in the division 
office as an account record of the office and should be sent to the 
treasury periodically on fixed dates (at weekly intervals in the (»se 
of the treasury at the division headquarters) to be written up. The 
identity and the amounts of the cheques entered as cashed should be 
examined at the earliest opportunity, the pass book being initialled 
(and dated) by the Divisional Accountant in token of the check. 

(2) P. W. A. form 48 is required for submission to audit in 
original, vide paragraph 501. The ofiSce copy of the details recor- 
ded in it should be signed by the Divisional Officer and carefully 
recorded, 

487 . As sub division cash books are closed before tbe last date 
of the calendar month, and tbe accounts of sub-treasuries are also 
not closed on that date, transactions recorded in tbe cash books of 
the P- W. D.for a month may sometimes be responded to by the 
treasury in an earlier or a subsequent month. This disturbing factor 
should be borne in mind. Differences which are neither due to this 
cause nor represent amounts of uncashed cheques should be settled 
QXpeditdously in consultation with the Treasury offiqer concerned. 
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p. COMPILATJOa’ OP ACCnOTTS. 

I. Monthly accounts, 

(ci) Schedule dockets, 

488. As cash Vouchers and transfer entry orders relating to (i) 
charges on works other than percentages charged for establishment, 
tools and plant, etc., and (h) other items of expenditure or disburse- 
ment for which a contingent bill is not rsqu'red come to hand and 
are scrutinised, they should be posted into schedule dockets "n form 
Ho. 57, a separate form beiug used for — 

(a) Each work to be accounted in a schedule of works expen- 
diture, P. W. A. form Ho. 59 or in the schedules of deposit w&rks 
P. W. A, No. 60 and kudipathi works schedules. 

(&) Each manufacture or other item of expenditure de bita- 
ble to stock and to be accounted for in the schedule of debits to 
stock Pi W. A. form Ho. 64. 

(c) Each separate class of charges (including refunds of 
revenue) for which a schedule in any other form has to be^ prepared 
under the rules in this chapter. 

Cash receipts which have to he taken in reduction of expendi- 
ture (vide paralgraph 236) should be posted as refunds, with brief 
particulars of the transactions. At the end of the month the 
schedule dockets should be completed in respect of stock transactions 
by posting therein all the stock debits and credits of the month as 
recorded in the lower parts of forms 10 and 9, abstracts of stock 
issues and stock receipts respectively, omitting those brought to 
account through the cash book and the write back order book, vide 
rule 2 to paragraph 170. The total of the month’s stock transac- 
tions relating to each schedule docket should be entered therein as a 
single figure, plus or minus as it is a debit or a credit, and if there 
are both debits and credits to be entered.'the net result only should 
be posted. Thus in the case of the schedule docket for works, this 
figure represents the total issue of materials from stock to the work 
and the materials transferred from works to stock will appear as 
refunds under the heading ‘transfer entries'. The schedule dockets 
should then be totalled and reconciled with the works abstracts in 
the case of works, and with the schedules concerned in the case 
of dockets of class (c) above. All the vouchers (including acknow- 
ledgments for stock supplied to contractors ) transfer entry orders, 
survey reports, and sale accounts which are required to be submitted 
to audit (vide paragraph 503) should then be tacked to the respec- 
tive schedule dockets which should be numbered inga separate series 
jfor each month, 
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(i) The audit of schedule dockets is conducted in the 
Accountant General’s Office on the assumption that petty vouchers 
and initial stock accounts in support of the certified amounts of 
unvouched and stock charges have been duly audited by the Divi- 
srional Accountant in detail and are available for test audit. The 


Divisional Accountant is, therefore, personally responsible for the 
accuracy of these amounts as stated in schedule dockets. 

(ii) Some of the schedules referred to in clause (c) above 


include charges for works supported by a schedule of works expen- 
diture. ^ Such charges and other transactions relating to the works 
expenditure should be posted in the schedule dockets for the works 


concerned . 

48»9t For percentage recoveries made on account of establish- 
ment, tools and plant and accounts and audit and pensionary 
charges, a single schedule docket should be prepared embracing all 
Government as well as non-Government works on which these 


percentages may be leviable under rule. 

When the Divisional Officer is on tour, this may be signed by 
the Divisional Accountant, 


(b) Registers and Schedules. 

{a) Expenditure on works. 

(ft) Expenditure on stock 

(c) Transactions referred to in paragraph 498. 

490 . (a) All cash and transfer entry transactions of the month 

other than those noted above, should be posted, from time to time, 
into one of the schedules or registers named below, to which the 
transaction relates : 


(i) Registers of revenue rea-\ AH in form No. 45 (Paragraphs 

Used. j 252 and 253), a separate 

(ii) Registers of refunds of register being maintained 

revenue I for each major he;\d and in 

(iii) Registers of receipts and/ the case of works for which 

recoveries on Capital a separate revenue account 

Account. is kept, one for 'each se- 

) parate system or project, 

(iv) Registers of rents, of buildings and lands. Account Form 
21 (Paragraph 255) a separate register being main- 
tained for each major head etc., as in respect of Nos. 
(i) to (iii). 

(v) Schedule of debits to 

remittances 1 

(vi) Schedule of credits to Both in form No. 69. 

reisittancea J 
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(vii) Schedule o£ debits to 
miscellaneous heads of 
account. I 

(viii) Schedule of credits to) Both, in Form JNo. 6b. 
miscellaneous heads of 
account. | 

Cix) Suspense register— P. W. A. Form Ko. 61 in respect of 
transactions falling under the heads ‘purchases’ and 
‘miscellaneous P, W. Advances’, vide paragraphs 387 
and 401. 

(X) Deposit registers — P. W. A. Form 61, vide paragraph 
429. ■ „ ^ ' 

(xi) Schedule of deposit works — P, W. A. form No: 00, vide 

paragraph 437. 

(xii) SchedSe of Kudipathi works — Form No. 59, with 

modification, vide paragraph 443. 

(6) Of these schedules Nos. (i) to (iv) and (ix) to (xii) have 
already been described in the paragraphs quoted against each. 

(c) Schedule Nos, Cv) and (vi) are schedules in which all 
remittance account transactions are collected, the entries being 
grouped under the headings given in Form No. 69. 

(d) Schedules Nos, (vii) and (viii) are intended to collect 
all disbursements and receipts which do not pertain to any of the 
other schedules mentioned in this paragraph or to any of the works 
or stock expenditure schedules referred to in paragraphs 492 to 494. 
These transactions are adjusted finally in the books of the Account- 
ant General, and ordinarily affect one of the non-public works 
major heads of revenue or expenditure (e. g. ‘VII Taxes on Income’ 
‘XV- Jails’ ‘19-E-General Administration — Accountant General's 
Office’ and ‘45 Miscellaneous’), 

(1) Income tax deductions from work charged establish, 
ment appear in the schedule of credits to miscellaneous heads of 
accounts. Percentage recoveries for accounts and audit on behalf 
of private parties and local bodies appear as credits or minus debits 
in the schedules of credits or debits to miscellaneous heads of 
account respectively according as the amounts are creditable to 
XXXVII Miscellaneous or 19*E-General Administration — Ac- 
countant General’s Office. As regards other transactions, they should 
not be classified under the final or debt head concerned and shown in 
the sdiedules of credits or debits to Miscellaneous heads of account, 
unless the Accountant General has authorised this ; ordinarily they 
should be classified by Divisional Officers under the remittance 
head ‘Public Works remittances — other remittances’ emd included 
in, the debit or credit form, as the case may be. 
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491. At the end o£ the month, the stock transactions of the 
month as recorded in the abstracts of stock receipts and stock issues, 
forms 9 and 10, excluding transactions brought to account (vide rule 
2 to paragraph 170) through the cash book and the transfer entry 
book, should be incorporated in the schedules referred to in para- 
graph 490 and the schedules should be completed in all other 
respects. 

^1) In the debit schedules 68 and 69 and in the deposit regis- 
ter should be posted, frorc the detailed schedules concerned, (vide 
paragraphs 492 and 493) the total amount of works expenditure 
chargeable to each head of account, division or office (see also para- 
graph 429) and (2) the total amount of the cheques drawn during the 
month should be entered in the credit schedule form No. 69 (Public 
Works Remittances — Public Works cheques) 

492v (a) After a reconciliation has been effected between the 

totals of works abstracts and relevant schedule dockets, a sdhedule 
of works expenditure should be prepared in form No. 63 separately 
for expenditure relating to each of the following classes:— 

1. Buildings, communications and miscellaneous public 

improvements 

2. 10 protective Irrigation 

3. 10-C Irrigation (capital account) 

4. S9Maramat 

5. 40 'Military works’ 

6. 11 Anchal capital Works 

7. Capital expenditure not chargeable to revenue separately 

for each project 

8. Agency works — works done on behalf of civil depart- 

ments. 

9. Road development fund works, 

10. Kudipathi woi’ks 

11. All non-Government works other than department and 

kudipathi works for which separate schedules should 

be prepared. 

(b) Only tho&e works on which expenditure has been incur- 
red during the month should be included in the schedule, the entries 
being detailed in the order of the prescribed heads of the accounts 
classification in the case of works of classes 1 to 4, 6 and 7 and 
gtou])jd separately for each project in the case of works of class, 7. 
All wr.rks forming part of a single project or system should in all 
Cases be grouped together, 

493 . The*schedule of deposit works and the schedule of kudi^i 
pa thi Works should be Completed in respect of expenditure trahEac 
tions, which should be taken from the relevtot schedule dockets. 
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494, All debits to stock should be collected in form No. 64 
schedule of debits to stock. The entries in this schedule should be 
arranged in four groups: — 

fi) ‘Manufacture’ 

(ii) ‘Land’, kilns etc., 

(iii) ‘Storage’ and 
(ivj ‘Other sub heads’ 

Under (i) should be detailed all manufacture operations ra pro* 
gress and under (ii) all works in progress in connection with the 
acquisition, construction and repairs of land, kilns etc., under (iii) 
should be shown the expenditure which is incurred after the acquisi- 
tion of stores, on work charged establishments employed on handling 
and keeping initial accounts, the custody of stock and the mainten- 
ance of stores godowns or yards etc. Under (iv) should be shown 
(a) individually all items of expenditure on the carriage, handling 
etc., of stock materials when the cost of such processes is charge- 
able to sub head of stock under which materials are classified {vide 
paragraphs 183 and 364) (b) individually, all items of acquisi- 

tion of stock materials, for which an estimate is required under rule, 
and (c) collectively all other items of acquisition of stock materials* 

NOTE- 1. If the Divisional officer is specially authorised by Q-overnmtjot to sanction 
the carriage} handling, etc*, charges up to a specified money limit, 
it vsrill devolve upon the Divisional Accountant to conduct the audit 
of individual items of expenditure against the Divisiooal Officer’s 
sanctions but all items of this class should be detailed in the sched- 
ule* 

N(ME. 2i Its respect of each manufacture operation, the out-turn of the month {mde 
paragraph 370) should also be shown in the acbedule, the operation 
and out-turii being entered into two separate lines. 

495 , An account of the suspense head 'stock' should next be 
prepared in form No, 65 stock account. Part I of this form is the 
main account showing the receipts, issues and balances, classified by 
sub he£ids, separate figures being given in respect of the sub heads 
‘manufacture’ and ‘land, kilns etc.’ and storage and all other sub 
heads {vide paragraph 391) being lumped up. Part II, the detailed 
account of issues, is Written up first, and from this part and the 
Bcljedule of debits to stock, form No. 65, is prepared Part L 

. I * (c) Olassified Abstract of- Expenditure, 

496, A consolidated n..count of rdl expei’diture {vide paragraph 
70-) charged against the grants of the division should be prepared in 
form No, 66, classified abstract of expenditure. The figures relating 
to the several major heads or divisions therrtof, shown separately as 
in Appendix I, should be entered in separate sections, ' arranged in 
the order indicated in Appendix I. 
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(1) When works for any of the departments detailed in 
paragraph 492 (a) are undertaken and funds for the purpose are 
allotted to the division, the expenditure transactions connected 
therewith should also be abstracted in form No- 66^ the classification 
of expenditure being that prescribed in respect of the works con- 
cerned, w’derule 1 to paragraph 67. 

(2) Kefunds of revenue are excluded from this abstract as 
they argrtreated as minus revenue, vide paragraph 250 and Appendix 
I. ^On the other hand, ‘receipts and recoveries on capital account’ 
are included in this abstract as minus expenditure as they are taken 
in reduction of the charges under the major head concerned, vide 
statement A of Appendix I. 

(d) Preparation of monthly account. 

497, Finally, should be prepared, for presentation (with all 
supporting registers, schedules, vouchers, etc.) to the Divisional 
ofEicer and submission to audit, the monthly account in form No. 
72. This account is an abstract of the entire receipts and disburse- 
ments of the month, as detailed in the various schedules and regis- 
ters, and shows also the opening aud closing cash balance, and on 
the back of the form are printed (i) a memorandum of miscellaneous 
cash receipts paid into treasuries, and (ii) a certificate in respect of 
the closing cash balances of subordinate disbursing officers. The 
entries in the account are divided into three groups: — 

(i) Revenue entries, which are the total receipts under the 
several major heads, as taken from the registers of 
revenue realised, form No. 45. 

(ii) Expenditure entries, which are the totals for the 

several divisions of major heads and are posted from 
the classified abstract of expenditure, form No. 66, 
and 

(iii) Other heads, entries in which representing both 

receipts and disbursements, are posted from the 
schedules of deposits, kudipathi works, agency works, 
remittances and miscellaneous heads of account, forms 
70 or 71, 69 and 68. 

(1) The totals of the columns for receipts and disbursements 
must agree and if there is any difference due to cash being in transit 
between two disbursing officers, its amount, etc., should be included 
in the closing balance and the certificate of cash balance should be 
amplified so as to state the amount and the steps taken to adjust 
the difference. 

498. (a) There are certain transactions recorded in the initial 
cash and stock accounts, which involve no operation on a revenue, 
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espendifure or any other prescribed head of the accounts classifi- 
cation, as every such entry is counterbalanced either at ones or after 
an interval, by a similar entry of the reverse character. It is not 
necessary to include such transactions for audit purposes, in any of 
the schedules and registers leading to the monthly account, but the 
Divisional Accountant should see that all transactions are cancelled 
by each other in due course. 

(,f>) These transactions fall under two classes:— - 
(^i) Cash from treasury. A cheque drawn to replenish the 
cash chest is charged to this head in the cash book and per contr§- 
the amoancof the cheque is entered at cnee as cash received" under 
the same head, a cheque drawn in favour of self being cash (vide 
paragraph 1U8) even though not cashed at once. 

(ii) Transfers within division. Eemittances of cash and 
stock by one accounting officer of the division to another, are 
charged or credited to this head when the remittance is actually 
made or received. 

499 . When the monthly account does not balance and the dis- 
crepancy cannot be detected readily, it may be advisable to write up 
independently an abstract book, from the original cash books, abs- 
tracts of receipts and issues of stock, and the transfer entry books 
and thus to locate the error or omission. 

500 . It Will be seen that all the transactions of the division* as 
recorded in the initial accounts of cash and stock and in the transfer 
entry book, excluding items referred to in paragraph 498, enter one 
or other of the prescribed schedules, the details being in some cases 
recorded in supporting schedule dockets. Transactions recorded in 
the cash book and the transfer entry book are posted direct from 
those sources, no items being omitted; but those recorded in the 
initial accounts of stock, forms 8, 9 and 10 are dealt with as 
under ; — 

\.a) Those brought to account through the cash book or the 
transfer entry book [.vide paragraph 170) e. g. stock purchased in 
cash, dtock sold for cash, and stock received from works are left out 
and 

(i) the rest are posted direct, from the abstracts of stock 
issues, forms 9 and 10. 

To ensure the accurate compilation of accounts, it is essential 
that the transactions referred to in (a) above are not brought to 
account twice, and the Divisional Accountant should see that all 
items of this class are correctly separated off in^the lower part of 
the abstracts of stock receipts and stock issues, forms 9 and lO as 
prescribed in rule 2 to paragraph 170. 
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(e) Submission to Audit 

501 . The monthly account is due to reach the Accountant 
General on or before the 10th of the month following that to which 
it relates. It should be supported by the following documents. 

] . Extracts from the register of re- In the same form 
venue realised, P. W. A. form 45 and as the register. 

2. Extracts from the registers of re- 

funds of revenue, P. W. A. form 

45. 

3. Classified abstract of expenditure, 

form No. 66 

4. Schedules of works expenditure, 

form No. 59 

5. Schedule docket of percentage re- 

coveries, form No. 58 

6. Stock accounts, form 65, with sale 

accounts, form 19, in support of 
the cash credits to stock. 

7. Schedule of debits to stock, form 

No. 64 

8. Schedule of purchase, form No. 62 Extracts from the re- 

levant sections of 
the suspense regis- 
ter, form No. 61. 

9. Schedule of Miscellaneous P. W. 

advances, form No- 63 

10. Schedule of workshops suspense. 

11. Extracts from registers of receipts In the same form aa 
and recoveries on capital account, the registers, 
form No. 45 

12. Schedule dockets, form No- 57 

(with necessary vouchers, transfer 
entry orders, survey reports and 
sale accounts tacked to each) 
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18. Schedules o£ credits and debits to 
miscellaneous heads of account, 
form No. 68 

14. Schedule of credits and debits to 
remittances, form No* 69 

15. Schedule of monthly settlement 
with treasm’ies, form No. 48 (with 
supporting consolidated treasury 
receipts and certificates of issues, 
signed by treasury officers) 

16. Schedule of deposits, form No, 70 
or 71 extracted from the deposit 
register form No. 61 

17. Schedule of deposit works, form 
No. 60 (with reports of progress 
of expenditure) 

18. Schedule of kudipathi works form 
No. 59 suitably modified, with 

ccepted certificates of Division 
Peishkar referred to in paragraph 
446 of this Code. 

19. Extract from account of receipts 
of tools and plant, form No. 13 

20. Extract from the accounts of issues In the same form ac 
of tools and plant, form No. 14 the accounts. 

(with supporting survey report of 

stores, form No. 18, sale accounts, 
form No. 19, acknowledgments of 
officers concerned in the case of 
stores transferred to other officers 
not being Divisional Officers and 
treasury receipts 

21. Schedule of boat rents or license 
fees, P. W- A, form No. 104 

22. Extract from contractors’ ledger, 
form No. 42 prepared in P, W, A. 
form No, 74 
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23. Schedule of reuftS ou buUdingfs 
and lands 

24. Completion reports for works due 
to the Accountant General for 
works completed 

25*. List of accounts submitted to 
audit, form No. 

(1) The Divisional Officer is required to make a formal report, 
periodically, of the progress of expenditure on a deposit work, to 
the administrator or depositor concerned. For this purpose a report 
in form P. W. A. No. 82 setting forth, the amount of the estimate 
the total deposits received, and the progressive expenditure, should 
accompany the schedule of deposit works, so tliat the Accountant 
General may, after auditing the schedule, verify the report and 
forward it to the local body or persons concerned, Several Works 
relating to the same depositor may be included in one report. 

(2) If the Divisional Officer is authorised, to refund, without 
reference to higher authority, fines which have been remitted by a 
court of law, the original orders of xhe court: should accompany the 
schedule of refunds of revenue, as the audit of che refunds made in 
such cases is conducted by the Accountant General on the authority 
of the orders of the court. 

(3) In the case of projects under construcdon, the schedule of 
works expenditure should show total expenditure to date on each of 
the heads subordinate to the minor heads (e. g.) head works, main 
canals and branches, etc,, as also the total amount of the estimate 
for comparison. As regards revenue accounts, the expenditure 
under ‘extensions and improvements’ and ‘maintenance and repairs* 
should be arranged by works under the several detailed heads. 

(4) The expenditure on the maintenance of each staff boat 
should be separately shown in the schedule so as to enable a check 
of the annual statement showing the working of the staflE boats. 

502. The schedules relating to the suspense and deposit ac- 
counts, forms 62, 63, 66 and 70 and the workshops suspense 
schedule, must be submitted to audit, month after month, so long as 
there are balances outstanding under the account concerned, whether 
there have been transactions during the month or not; but, in res- 
pect of purchases and deposits, the Accountant General may 
authorise the use of the alternative forms of schedule numbers 
in the case 6f divisions where the number of outstanding itenos is 
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very large, but the number usually affected by the monthly tran- 
eaetioDS is small. In respect o£ the schedule of the deposit works 
form No. 60, the Accountant General may dispense with the sub- 
mission every month of part 11 of the schedule. Subject to these 
exceptions, the remaining schedules are necessary only if there have 
been any transactions during the month, 

503 - (aj With the exceptions noted below (as to which, how- 
ever, see clause (b) below) all vouchers and transfer entry orders in 
support of cash payments and other charges in the accounts must 
accompany the monthly account ; 

(i) Muster rolls or other vouchers in support of payments 
to labourers irrespective of amount, 

(ii) Vouchers in support of wages to members of the work 
charged establishment, the posts held by whom the Divisional 
Officer is authorised to sanction. 

(hi) Other cash vouchers, relating to works, the amount of 
which do not exceed Rs. 20- 

(iv) Invoices or other vouchers in acknowledgment of issues 
of stock materials including issues of out-turn from manufacture to 
stock. 

(V) Vouchers in support of payments made for the conver- 
sion of cash deposits 'into interest bearing securities, in cases in 
which no voucher other than the security itself or a safe custody 
certificate of the security exists. 

Note: When a voucher of this class is not submitted to audit 
the reasons should be noted against the entry of its amount in the 
schedule docket or in the schedule of works expenditure. 

(vi) Transfer entry orders of the classes enumerated below 
Those involving debits to remittance heads otherwise than in 
respect of expenditure on works. 

Those relating to charges which are supported by vouchers 
received in transfer. 

Those involving a credit to a revenue bead (gross receipts) or 
to any miscellaneous head of account otherwise than in respect of 
expenditure on works. 

(&) All vouchers (other than muster rolls) in support of 
debits to contractors should be submitted to audit, even though 
falling under any of the exceptions to clause (a). 

Note : 1. The provisions in clauses (a) and (b^ of this paragraph 
apply also to vouchers received from other divisions or departments 
in support of transfer debits raised by them, 
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Note 2. The term ‘voucher’ used in clause (a) includes advices o£ 
transfer credit and acceptances of transfer debits received from other 
divisions, departments etc., in the case of the docket for schedule of 
debits to remittances. 

(c) All vouchers in support of payments for land acquired 
should be submitted to audit. 

{d) All survey reports of stores (form 18> and sale accounts 
(form'l9) must also accompany the monthly account. Sale accounts 
in support of cash credits to stock should be attached to the stock 
account form No. 65, survey reports and sale accounts in support of 
other credits to stock should be tacked to the schedule dockets per- 
taining to the works or accounts debited; those in support of tte 
extract from account of issues of tools and plant form 14, should 
accompany that document and the remaining survey reports and 
sale accounts should be attached to the schedule dockets relating to 
the works or accounts credited. 

504. The Divisional Accountant is requii-ed to sign not only 
the monthly account, but also all the schedules, etc., accomt '-;;vuig 
it. It is not necessary that the Divisional Officer should sign all 
these documents ; he must, however, sign the monthly account, the 
schedule of monthly settlement with treasuries form No, 48 and the 
list of accounts form No. 75, unless he is absent from headquarters, 
in which case he should send to the Accountant General, as soon as 
he can examine his books and papers on return, a report in form 
No. 7 6 (with a duplicate copy of the monthly account the schedule 
of monthly settlement with treasuries signed by himselD without 
which the Accountant General will not finally pass the monthly 
account. The contingent bill must invariably be signed by the 
Divisional Officer. 

In cases in which form No. 58 is signed by the Divisional 
Accountant under paragraph 489, the Divisional Officer should on 
return to headquarters send to the Accountant General in form No. 
76 a duplicate copy of it signed by him. 

1. It is desirable that the Divisional Officer should make 
arrangements tor the review himself of all vouchers before they are 
submitted to audit, and that, unless the circumstances are ex* 
ceptional, he should sign the accounts himself. 

505. In connection with the accounts for Karkatagom, the 
following points should receive special attention : — 

(ft) The entry of the closing cash balance should be supported 
by (1) thfi original cash balance reports (form No. 5) of all disbur- 
sing officers including the Divisional Officer, and (2) a certificate of 
the Divisional Officer to the effect that he has obtained, on or after 
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the last day of Karkatagom, and regained in his office an acknowledg- 
ment from the officer or subordinate concerned, in respect of each 
item of imprest or temporary advance shown in the cash balance 
reports of the division for the last day of Karkatagom. 

(1) The original cash balance reports of subordinate disbursing 
officers should be initialled by the Divisional Officer before trans- 
mission to audit. 

(h) To ]:>art II of the schedule "’of monthly settlement with 
treasuries, form No. 48, should be subjoined a statement, in the form 
given below, in respect of the cheques drawn to meet payments of 
works. 


Particulars. 

jNo. of cheques issued. 

Account 

L For the whole mouth.. 



2, During the last five 



working days of the 



month 




(c) The schedule of deposits form No- 70 or 71 should be 
accompanied by the account of interest bearing securities, P. W. A. 
form No. 78 referred to in paragraph 431. 


II. Review oj vmettled accounts. 

The several registers and schedules relating to the sus- 
pense and deposit heads of accounts, and the 
accounts referred to in the margin, should be 
reviewed monthly so that the steps necessary 
to effect the expeditious clearance of outstanding 
balances, whether by actual recovery of by 
ad]ustments in the accounts may be taken re- 
gulai'ly throughout the year. In Mithunam or 
early in Karkatagom, special steps should be 
taken with a view to bring about all possible 
reduction in the number and amounts of outstanding items at the 
close of the year; and within six weeks of the submission of the 
monthly accounts for Karkatagom, a consolidated certificate in res- 
pect of balance* other than cash, should be forwarded to the 
Accountant G-eneral in P. VV. A. form No. 83, Annual Certificates 
of Bahuices. 


506 . 


Contractors’ ledger, 
works j^batraot and 
Register of works* 

Rent registers and 
the other reooi^dft of 
aaseBSment and real- 
isatiou of revenue, re 
fetred to in paragraph 
23Y. 
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(p closing balance under anj head is nil, it does not 

necessarily follow that a certiScate is not required in respect o£ it. 

In all cases in which there was a balance at the commencement of 
the year, or there were any transactions sduring the year, a certi- 
ficate should be recorded, the wording oc it being suitably amended 
(it necessary) in case the closing balance is nil. 

507. Similarly, the prompt settlement of all remittance trans- 
actions, original or responding should receive the personal attention 
ot the Uivisional Accountant (vide paragraph 103) who should take 
•special steps early in Karkatagom to bring to account all liabilities 

assets awaiting settlement and tc effect clearance, in the 
accoinits.of Karkatagom, of as many outstanding items as possible. 
Liabilities, as well as outstanding debits and credits, remaining 
unadjusted at the end of Karkatagom should be watched individually 
with a .view to their clearance before the accounts of the year are 
finally closed. It is not sufficient chat the division office has 
brought to account all the transactions the responsibility for which 
devolves on itself. It is equally important that necessary action 
be taken to move the other parties concerned to bring to account 
or settle the outstanding items, the intervention of the Apeountant 
General being sought when necessary. 

III. Closing the accounts of the year, 

508. The financial year terminates on the last day of Karkata. 
gom, and actual transactions taking’place after that date can on no 
account be treated as pertaining to the year. It is necessary, how- 
ever, that as many of. the unadjusted remittance transactions of the 
year as possible, should be cleared within the accounts of the year, 
and very often errors in account come to notice after the last day 
bf Karkatagom whicb should be set right if possible without affect- 
ing the accounts and estimates of the following year; whilst there- 
fore it is necessary that the cash accounts should be positively 
closed on the last day of Karkatagom, and also the stock accounts 
in respect of actual transactions, the Transfer Entry Book and the 
stock accounts should be kept open for transfer entries relating to 
rectification of errors and settlement of remittance accounts. 

(1) If any adjustments in accounts have been purposely 
deferred till the close of the accounts of the year, it is permissible 
to effect them after the last day of Karkatagom, in the same way 
as adjustments in rectification of errors noticed after that date. 

509. The transfer entry transactions referred to in paragraph 
508 should be consolidated into a monthly account, which, with all 
the necessary accompaniments, should be submitted to audit on the 
1st day of Thulam following. This account is known as the sup- 
plementary account of the year. 
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(1) This account should bs of the simplest character and 
shouLl set forth only the transactions to be brought to account. It 
is not necessary, for instance, to repeat in any of the suspense or 
deposit schedules, the items not affected, so long as, in addition to 
the necessary details of the items affecled the totals for the account 
concerned are also given. Similarly, in the schedule of rents on 
’-ri'Id-ngs and lands form No. 67, only the items affected and the 
totals need be given, and in the extract from :he contractors’ ledger, 
form 74, only the accounts of those contractors whose accounts are 
affected in any way, 

IV. Miscellaneous returns. 

510 . Other accouiit returns Avhich the Pdvisional Officer shoiild 
submit to the Accountant Greneral are the following 

(a) Half yearly, 

half yearly r-ogishes of stock, form No, 1’^ on 
or l>efore 1st Thulam and 1st Medom. 

(b) Annually, 

Register of tools and :»}ant. form No. 15 on or 
before 15th Medom. 

(c) Certificate of monthly reconciliation of the ledger and 
book balances in res])ect of each sub head of stock in the P. W. 
workshops by the 10th of the second month succeeding the month 
to which the accounts relate. 

V. Corrections in Accounts. 

511 . If an item in the accounts which properly belongs to a 
revenue of expenditure head is wrongly classified under another 
revenue or expenditure head, the error may be corrected at any 
time before the accounts of the year are* closed, but after the 
accounts are closed, no correction is admissible except as permitted 
in paragraph 354 of this Code. 

(1) Errors in suspense accounts are governed by the rule 
in clause (b) 

_ _ (ii) If an error be detected after submission to audit of the 
Divisional Offlcer’,« supplementary account of the year, it should 
nevertheless be reported to the Accountant General for instructions, 
unless the amount be not more than ten rupees, 

(6) All errors aCfectlag debt (including suspense) and re- 
mittance heads must be corrected, however old they may be. 

(c) When a correction is permissible it should be made by 
a^ formal transfer entry j but when it is not nermissible, it is suffi- 
cient to make a suitaolo note of it in the account ooncerned. 



CHAP. SVII.J 


AOOOUJSia OF DIVISIONAL OPPTOEBS 


179 


512. All corrections in accouuLs which may bo advised by the 
Accountant General on ~”di inj/ the doenment-;, should, after veri 
fication, be carried out in all relevant records, the entries being 
made in red ink 'aiy. ■ the audit note or other advice) and attest- 
ed by the dated , f fhe Divisional Accountant', 

(1) The Divisional Accountant is responsible that all correc- 
tions advised by the Accountant General are specially brought to 
the notice* of the Divisional Officer. 

VI. Pro.forma Accounts. 

•513. When the details of any class of transactions as re(!orded 
in accounts, are not sufficiently indicative, c.f the financial results 
of the operations of a given period, and it is necessary to ascertain 
the results, it is usual to 'prescribe periodically suitable pro-forma 
accounts in addition. 

(1) If a pro-forn:'.’ account relates to ti’ansactions of two or 
more divisions, the rr.'"' of ii will ordinarily devolve ujton 
the Accountant General; but Ifivisional Officers may be required 
to furnish the necessary data. A pro-forma account relating to a 
single division is pre.raryd by the Divisional Officer and if it is an 
account prescribed by an administrative authority, it will be check- 
ed, if desired, by the Accountent General. 

(2) If the maintenance of such supplementary accounts is 
necessary for audit y. rp^'ses and no form has been prescribed by 
the Accountant GeneraJ, the Accountant General will determine 
the required forms in consultation with Government, but if the 
accounts are required for administrative purposes, the Accountant 
General will merely give such advice or assistance in prescribing 
the forms as may be required of him. 

514. If for the purpose of any pro-forma account which the 
Accountant General is required to prepare or check, it is necessary 
to determine the charges incurred on a particular work or service 
or a group of works or services, the expenditure thereon should be 
booked separately in the general accounts, even though, under rule, 
it may not be customary to estimate or account for such expendi- 
ture separately, see also paragraph 71 (d). 

515. The pro-foi'i'aa accounts showing the results of the work- 
ing of irrigation, navigation, embankment., water supply and 
drainage projects productive as well as unproductive, for which 
capital or revenue accounts are kept, are prepared annually by the 
Accountant General. ^ 

516. For workshops, raauufaclories and similar quasi-commer- 
cial undertakings, it is usual to prepare pro-forma accounts periodi- 
cally, vide paragraph 374 (d) and 415, 
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517. In respect of buildings in charge of the P. W, D. which 
are availabie for occupation as residences, capital and revenue 
accounts are prepared triennially by the Accountant General, in 
accordance with the rules and orders issued by Government. For 
this purpose. Divisional Officers should furnish the Accountant 
General annually with the necessary data in respect of such build- 
ings of their divisions as may have to be included in the accounts, 

(1) On closing the account of a work involving expenditure 
on the construction, acquisition^ or equipment of a building intendecl 
to be used as a residence, or expenditure on additions and altera-^, 
tions to an existing residential building, the Divisional AccquHtant" 
should see = 

(i) that if it is a new building, it is entered in the register 
of rents of buildings and lands, 

(ii) that steps are taken to obtain the orders of competent 
authority to assess, or revise, the rental, as the case may be, 

(iii) that the correct capital cost of the building is noted for 
entry in the next set of capital and revenue accounts, the note be- 
ing made in the register of buildings referred to in paragraph 404 
of the P. W. Department Code. 

(2) Rule (1) applies also to expenditure on the provision of 
special services in connection with residential buildings such as 
furniture etc., for which rent is charged separately. 

(3) If a building is actually occupied prior to closing the ac- 
counts of expenditure on construction, acquisition or equipment, 
rent is nevertheless chargeable from the date of occupancy and 
should, therefore, be fixed provisionally with the sanction of com- 
petent authority. 

E, Cheque hooh and Receipt loohs. 

518. (a) Register of cheques (and receipts) boobs should be 
kept in Account form No, 5, separate pages being reserved for 
chsque Docks, permanent and temporary receipt books, 

(b) Whenever on examining a cash boqk it is noticed that a 
cheque book or receipt book has been brought into use for the 
first time, the Divisional Accountant should enter it at once in the 
register as a new item. At the same time, the date on which the 
corresponding book previously in use • was completely written up 
should be ascar Lamed from the cash book and noted in column 4 of 
the register against the original entry relating to the book. 

(c) The submission of the counterfoils of used cheque and 
leceipt hooks for record in the division office (vide paragraph lo4) 
should b ' watched through this register and as soorT as the counter- 
toils ate received they should be examined and it should be seen 
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in particular (i) that all items for which raceipts were issued were 
duly brought to accopnt in the cash book and (ii) that the writings 
do not indicate any irregularity or disregard of rules requiring 
action on the part of the Divisional Officer- 

Notb , — The term ‘ receipt book ’ used in the above paragraph applies both to 
permanent and temporary receipt books. The blank space provided in 
the oouafcerfoila of the temporary receipt books for filling in th e number 
and date of the oorresponding permanent receipt ahould invariably be 
filled in before the submission of the counterfoils for check in the divi- 
sion ofiSoo, 

< 519 . The register of cheque (and receipt) books should be re- 
viewed periodically and enquiries should be made of the disbursing 
officer concerned if there is any unusual delay on his part in bring- 
ing a book into use. Even if the cause of the, delay be known, it 
will be found advisable to ob'ain an assurance from the disbursing 
officer that the book is in his personal custody and contains the full 
number of forma intact. 

F. Miscellaneous matters. 

520 - When a Divisional Accountant is about to be relieved of 
his duties in a division office, either permanently or temporarily, 
he should prepare a memorandum reviewing the accounts of the 
division. The state of the stock and other suspense accounts of 
works should be reviewed in particular. All important liabilities^ 
as also recoveries to be made from the staff or from contractors 
and others which should receive special attention, should be men- 
tioned. Any arrears or defects in the working of. the division office 
or subordinate offices rendering accounts to it should be specified, 
with a statement of the remedies applied or contemplated. Other 
points requiring the special attention of the relieving , accountant, 
whether in regard to the initial or compiled accounts or to objection 
statements and audit notes received from tne Audit Office, should 
also 5e set forth in detail. 

The memorandum should be in a tabular form with columns 
for (i) remarks by the relieving accountant, (ii) remarks by the 
Divisional Officer and (iii) orders of the Accountant-Oeneral. 

The relieving accountant should examine it when taking over 
charge and promptly forward it with his remarks to the Accoun- 
tant-General through the Divisional Officer who will record such 
observations as he may consider necessary. 

521 . Divisional Officers are advised to review from time to time 
the several registers, books and accounts as are maintained in the 
division attd sub-division offices even though under the rules in this 
Code they may have scrutinised and initialled the individual entries 
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or S 9 ts of entries therein. To this end they may require these re- 
cords be laid before them through the Divisional Accountant, 
monthly or at such other intervals as may be fixed by them. The 
fact of such review should be placed on record in all cases preferably 
in form No. 84 and posted in a suitable position on the account etc., 
concerned. 


522. When in consequence of the reconstitution of executive 
charges or of any other arrangements, the accounts of two or more 
division offices are to be amalgamated or those of any office are 
either to be broken up into parts or closed, thV 
Diviaioual Officers concerned should apply in 
time to the Accountant-General for the instruc- 
tions to be observed, in regard to accounts, in giv- 
ing effect to the arrangements. On all such occa- 
sions, the necessary transfer between offices of 
unsettled accounts (for example, see margin) of 
liabilities not yet brought to account, of quan- 
tity accounts of tools and plant and road metal, 
and of relevant account and establishment re- 
cords (including unused forma of cheque books 
and receipt books) should receive the special at- 
tention of all concerned. 


(i) Worts in pro- 
gress and suspense ac- 
counts of works. 

(ii) Appropriati o a 
and sanctions not yet 
completely operated 
ttpoa, 

(iii) Stock and other 
suspense accounts, 

(iv) Eemittanci ac- 
counts, 

(v) Deposits and 
cash balaucjs, 

(vi) Unrealised rent 
& other revenue, and 

(vii) luterest bearing 
securities. 


523. The destruction of account records in P. W. Offices i 
governed by the rules in paragraphs 171 to 175 of the P. W. De- 
prtment Code. The Accountant-General should be consulted and 
his orders obtained before destroying them. In each division office 
lull details of all records destroyed from time to time should be 
maintained permanently in the prescribed form. 



CHAPTEE XVIII- 
Pay, Allowances and Contingencies. 

524. The pay and allowances of Government servants of the 
department not charged directly to works, as well as all personal 
advances sanctioned by competent authority, are drawn from 
treasuries on bills in forms and in accordance with the rules, pres- 
cribed in chapters YIIl, IX, X, XI and XV of the Travancore 
Financial and Account Code Volume 1 and Appendis: 14 of Volume 
II, which are applicable to the P. W. D. subject to the special rules 
laid down in this chapter and in the P. W, Department Code. 

Note The sanction of competent authority to personal adranee may, if pre- 
ferred, be Obtained iu the form of countersignature on the bill itself be- 
fore it is presented at the treassry. 

Preparation of Bills. 

525. Bills paid at treasuries are incorporated in the general 
accounts of the State by the audit office. Drawing officers are, • 
however, responsible that the major head and^ other particulars 
necessary for determining the accounts classification are recorded in 
each bill. 

Note ; — The cost of any special establishment for acquisition of land, enter- 
tained under orders of Government by a civil officer acting as a Public 
W orlrb disburser is chargeable as the cost of rhe works concerned and 
not as general establishment charges (vide Article 517 of the Binancial 
and Account Code and Note 3 to paragraph 260 of this Code.) 

526- If as permitted by Article 293 exception (b) Financial 
and Account Code, emoluments up to the date of transfer are not 
drawn before a Government servant proceeds on transfer, _ emolu- 
ments for the whole month may be drawn in the new appointment, 
the allocation of the charge to the old and new appointments 
being clearly specified on the bill. 

Note —In the case of non-gazetted aovernment servants, the last pay certificate 
should give all the necessary information, so that the allocation may bo 
correctly noted by the drawing officer iu the bill of the new office. In 
the case of gazetted Gbvernmenl ser^ ants whose last pay oertifioateB 
are prepared by Treasnry Officers (or by the Accountant-General when it 
is paid from the P. A- D.) the responsibility for showing the coneot 
allocation in the bills rests with the officers themselves. • 

Encashment of bills. 

527. Non-gazetted Government servants’ bills should be pre- 
sented at the nearest treasury for payment. They should be accom- 
panied by a memorandum signed by the drawing officer and speci- 
tyincT separately the arnounts o£ (a) cash required for disbursement 
and remittance to be made in cash, (b) cash orders required on each 
of the sulktreasuries subordinate to the Divisional Treasnry > for 
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paymenta to be made to establishments stationed near the sub^treasu- 
ries and (c) remittance transfer receipts on other Divisional Trea- 
suries for amounts which may have to be disbursed outside the 
Di'^ision but within the jurisdiction of the drawing officer. 

NoTjs;— The Executive Engineer of a divieion may in place of the sysiom o£ 
obtaining cash orders on sub treasuries for paymont to eatablishmonts 
stationed near the sub -treasuries (as in item (b) above) adopt the system 
of presenting separate bills for auoli establishments direofc at sub- 
treasuries, But one or other of these .two systeuQS must bo fallowed 
throughout each division and not both. * 

Distribution of pay and allowances. 

528 . Special attention is invited to Article 409 of the Financial,, 
and Account Code, prescribing the procedure for distribution *o£ 
pay and allowances to establishments. Acknowledgments should, 
as far as possible, be taken on office' copies of bills but where this 
may not be convenient or advisable, as in the case of scattered 
establishments, consolidated receipts on acquittance roll, form 13 
of the Financial and Account Code, may be obtained separately for 
each set of payments made at one place or at one time. 

NoTi* Acquittance lolls and reoeipted office copies of bille are not required to be 
submitted to the Audit Office) but ae they are important records, 
they should bo stamped ‘paid’ and preserved carefully- 

529 . Cash drawn on pay and travelling allowance bills of 
establishment should not be mixed with the regular cash balance of 
the department. The disbursement of cash drawn on pay and 
travelling allowance bills of establishment should be watched by 
maintaining an account in Account from ITo. 15 in all P. W. D. 
Offices vide para 188 (2) of tbe Financial and Account Code. The 
account should be in charge of the cashier or other person in change 
of the office cash book and should be signed by him after each (lay’s 
transaction. The manager of the office should verify the balance 
and record the result as often as pi^ssible. 

N0T£1« 1 . This rule applies also to oash received by a subordinate offiwPr for 
payment of pay and allowauoes of Government servants serving 
under him- 

Note. 2, The entrits made in the Anamath llegister maintaiUed in sub-diviaion 
offices need not be included in the anamath register to be main- 
tained in division office. 

Miscellaneous recoveries from estahlishrrent. 

530 - Ordinarily, recoveries on account of security deposits of 
employees should be made in cash when their pay is disbursed and 
should be credited in the cash book of the disbursing officer. When 
the amounts recovered have to be paid into an Anchal Office 
Savings Bauk as security deposits, they should be forthwith remit- 
ted to the Anchal Office. * 

Notb. The rule in this paragraph applies mutatis mutandis to all recoveries from 
employees whioh are ereditable, under the rules, to eome head in the 
oompiled aooounta of the diTinon. 



oiiAB. rrat] 


PAT, AXiWV AnCEB AnD COKTINCUKCiEB 48^ 


Communication of sanctions to Audit, 

531* In ths CBS6 of all transfars of division, sub division OT 
other executive charges, a report of transfer of charge should be 
prepared in the manner prescribed in articles 370 and 373 Financial 
and Account Code and sent to the Audit Office through the Chief 
lilngineer. 

Contingent charges, 

532. * Cash required to disburse contingent charges is obtained 
from treasuries directly by biUs, i, e. in the same way as cash re- 
quired for payment of pay and allowances. 

'H’qB'** Under thii method the ehorges do not enter the division aecaantg at ilL 
though ultimately in the Audit Offioe they are charged agaiirntthe 
appropriation to whiok they relate. 

533. The rules in chapter XI of the Financial and Account 
Code, Volume I and Appendix 14 of Volume II, apply generally 
to the P, W. n. to the extent that they may not be inconeisterit 
either with the authorised method of obtaining cash for contingent 
charges or with any of the special rules in this Code. 

Special Mules, 

534. The following special rules are applicable, as r^^ds 
eontingencieB. 

(a) The procedure prescribed in the Financial and Account 
Code for drawing bills direct on the treasury, for keejang the ac- 
counts, of cash obtained on the bills and for making disharaementa 
applies in toto. 

ih) Contingent bUls may be drawn by the Divisioual CMcer 
or Mioix otixer officer as may have been specially authorised by 
Crovernment, the procedure for the encashment of the bills being the 
Same as prescribed for establishment bills in paragraph 527 . 

(dr Payments made out of the cash thus drawn are ruhjeot 
to the rules of this Code, both in regard to the manner of authoris- 
ing and making payments and to tiie forms (A vouchers to be 
obtained in support thereof. 

(d) Debits from othet departments or divisions for supplies 
changeable to contingencies, intimations of which may be received 
should be dealt with in the manner indicated in Articles 454 to 458 
of the Financial and Account Code. Other debits, of which inti- 
tuations may be received direct through advices of transto debit| 
and stock and adjustment transactions arising^ xathin tl» 
should be cleared, by an entry in the regulw actountoi by debit to 
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“the Accountant -General’s Office on account of contingencies o! 
the Division,” the transaction being incorporated in due course in 
the contingent bills as laid down in the rule already quoted. 

Note, In aooepting invoices of Ktore and work bills, eto., received from other 
divisions and departments* charges pertaining to oontingenoios should 
be clfeariy- specified and, if neoes.sary, distingnishod from other 
charges, so that, in cases where the neooHsary adjustpao^^t can he 
effected in the Accountant Q-Gncral’s Oflioe, this may bo done with- 
out further ref erenoe to the division office. 

535. The cash obtained for contingent charges should not be 
mixed up with balances of cash obtained for other purposes, and „ 
care should be taken that cash charges relating to other hoa(^s are/ 
not brought to account, even temporarily, as contingent changsw ot 

"vice versa. 

Direction Office. 

536 . The following rules apply only to the Chief Engineer’s 
Ofi^e and other Special offices which, are nob like Divisional, Sub 
Divisional or Section Offices in direct charge of the execution of 
works. These offices are: termed as “Special Offices,” 

537 . The head of a special office is not concerned with the 

actual execution of works, with the disbursement of money, or with 
the provision or custody of any materials, otherwise than possibly 
as an officer of control. If, however, he is required at any time to 
assume an executive charge, the monetary and store transactions of 
such charge should be kept distinct from the transactions of his 
spedal office, and accounted for under the rules applicable to Divi. 
sional Officers. i 

538 . Nor do -heads of special offices realise any departmental 
receipts. ; Any petty amounts received occasionally should be re- 
mittM at once to the treasury in accoi’dance with the procedure 
prescribed in Article 75 of the Financial and Account Code. 

539 . Thus-j the monetary transactions of heads'^f special 
offices are practically confined to payments of office expenses and 
-pay and allowances of themselves and the.members of their offices. 
These may be divided into two distinct groups . 

-;i(l) Pay and allowances. 

(2) Contingent ch^ges. 

540 . Gasli required to meet these payments is obtained by tails 
drawn on treasuries under the rules in the following paragraphs. 

541 . The rules in the Financial and Account Code apply 

• fniitdiis S|>ecial offices, - 
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542. The general rules relating to contingencies and supplies 
and services are given in Chapter XI in Volume I and Appendix 14 
in Volume II of the Financial and Account Code. 

543- Charges for new supplies of, and repairs to, articles of 
the classes which, in the case of executive officers are dassified 
under the head ‘Tools and Plant’ are treated as contingent charges 
etc., in the case of special offices. 

. ^SAMPLES Scientific instruments and drawing materials 
.* office furniture, camp equipage, motor car etc,, 

544. The Account procedure prescribed in chapter Vl for tools 
^d plants of Division offices will be observed in special offices as 
Wl as in respect of articles referred to in paragraph 543, suitable 
registers showing the receipt, disposal and balances of articles being 
maintained for the purpose. 

Noth. If any artiolea of this class are transferred to s division offioe, the fast of 
the transfer should forthwith be reported to the Aooountsnt General’s 
offioe ere# though no adjustment of oost is required to be mad* 
unde? rule, 





